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He Helps to Get 
the Message Through 


ILLUSTRATION BY NORMAN ROCKWELL 


Along the highways of speech, in every 
part of the country, thousands of Bell 
telephone linemen help to keep your tele- 
phone service good — and make it better. 


They are on the job to maintain unin- 
terrupted service over millions of miles 
of wire and cable — repair trouble when 
it occurs and try to anticipate it before it 
occurs. 

They are the men who push forward 
the lines of communication to new places 
and new people—through cities and 
towns, across deserts, under rivers and 
over mountain tops. By breaking all con- 
struction records since the war, they have 
played an important part in the constant 
improvement in telephone service. 


In the everyday doing of the job, as 
in the dramatic emergencies of fire and 
storm, the telephone linemen help to get 
the message through. 


BELL TELEPHONE SYSTEM 
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methods in the office with renewed vigor. 


Tue Hoover Commission reports that 
Federal civilian agencies make 3 million 
purchases a year, and half of them are 
for amounts of $10 or less. Paperwork 
on these small purchases costs more 
than the items bought. Private businesses, 
of course, as a general rule have more 
efficient office systems than most govern- 
mental agencies, but they too can slice 
their paperwork through improved 
methods. With top management in every 
industry searching for ways to cut costs, 
American Bustness is emphasizing better 


An idea in one office might be adapted 
to many others. For example, in this 
issue is a story about a company using 
punched cards for shipping labels that 
could be adapted to other businesses. 
Improved methods, however, are not con- 
fined to paperwork, and savings can 
result from better training, better em- 
ployee relations, and better conferences. 
These are some of the subjects which we 
expect to cover in detail in forthcoming 
issues of the magazine. 
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Value of Opinion Polls 
To the Editor: 


In American Business—January 1949, 
under the heading “The March of Busi- 
ness” you indicate that election results 
have shown the need for a new appraisal 
of opinion polls. With this I must agree. 
But, when you say later in the same 
paragraph that the answers given by 
opinion polls mean little and should be 
taken with a grain of salt, I disagree 
with you heartily. 

If you will look in the January 1947 
issue of INpustriaL RELatTions, you will 
find an article by me on “Find Out What 
Your Workers Think” in which we re- 
view the value of opinion polls in indus- 
trial relations. After all, opinion polls 
in marketing and public relations as well 
as industrial relations are still the only 
objective scientific method which we 
have of finding out what people think. 
The only alternative is to rely solely on 
hunch as to what people think. Opinion 
polls are obviously no substitute for 
good business judgment, but they are a 
good adjunct to this judgment. 

To condemn all opinion polls because 
of the election results is jumping to an 
unwarranted conclusion.—J. Stevens 
Stock, project director, Opinion Re- 
search Corporation, Princeton, N. J. 


War Veterans at Inland Steel 
To the Editor: 


In reference to the article on page 
62 of January 1949 issue of AMERICAN 
Business, attention is called to the first 
sentence of paragraph 3, “Currently, In- 
land Steel employs 196 veterans of both 
World War I and World War II.” Al- 
though it wasn’t intentional, the sentence 
may give many readers the impression 
that Inland employs only 196 veterans 


(Courtesy Pitney-Bowes, 1) .) 





of both World Wars, when actually ‘is 
figure applies to only disabled veteraiis. 
As of today’s date Inland employs 5,500 
veterans of both World War I and World 
War II. M. M. McCcure, superintend: nt 
of industrial relations, Indiana Harbor 
Works, Inland Steel Company, East Chi- 
cago, Ind. 


Mr. McCuure: Sorry that our word- 
ing was misleading. We understand that 
war veterans represent 34 per cent of 
your payroll, and we think that is a 
fine record. 


Office Management Workshop 


To the Editor: 


Last year, the April issue of your 
publication carried a brief story of an 
Office Management Training Program to 
be conducted at our Institute. This pro 
gram was highly successful and we are 
presently planning a second course [to 
be offered during the period of April 
19-22, 1949. 

This year an Office Management Wor! 
shop will be offered in cooperation wit) 
the Rochester Chapter, National Offic« 
Management Association. Theme of the 
workshop will be the practical applic:- 
tion of the latest developments in off« 
practices and procedures, and office su 
ervisors who attend are urged to subr 
any specific problems troubling them 1 
discussion. —Atrrep L. Davis, associ 
director, Rochester Institute of Te 
nology, Rochester 8, N. Y. 


Strain on the Imagination 
To the Editor: 


You came out so fortunately in the 
explanation of the “flying milk bottl 
in the Hibbard, Spencer, Bartlett shij 
ping room picture that I am curious « 
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to just how you will handle this curve. 

Your January 1949 issue has a picture 
of Juvenile Manufacturing Company. 
Specific reference is made to “the big 
windows, cooling fans, and spic and span 
floors.” 

In the diminishing order of their ap- 
pearance, we can see a very few win- 
dows, then what might appear to be one 
exhaust fan, but darned if we can see 
any part of the floor for bins, trucks, 
ail operators. 

We wonder from the picture how we 
con note that the floors are “spic and 
span.”—Orto Fagrser, Bussmann Mfg. 
Cv., St. Louis 7, Mo. 


Mr. Farerser: You’ve pitched a shut- 
ou! game, and the caption writer is here- 
by demoted to bat boy, for leaving too 
much to our readers’ imagination. 


Plant Amplifiers 


To the Editor: 


The November issue of your magazine 
reports an RCA installation at Willow 
Run as the world’s largest plant ampli- 
fier scheme. Either the power reported 
of 5,200 watts or the phrase “World’s 
Largest” is in error as Operadio has 
had a 7,350 watt system in use for 6 
years at the Lockland plant of the 
Wright Aeronautical Corporation at 
Lockland, Ohio—A. V. SamMveELson, 


sales manager, Commercial Sound Divi- | 


sion, Operadio Manufacturing Co., St. 
Charles, Til. 


Mr. SamMuetson: The phrase “World’s 
Largest Plant Amplifier Scheme” refers 
to the fact that this public-address sys- 
tem has a 600-speaker coverage which, 
to our knowledge, is the largest indus- 
trial public-address system in the world. 
There was no intention of suggesting 
that there might not be similar systems 
with more than the 5,200 watt power 
sending apparatus. 


Time to Work Together 


To the Editor: 


Editorial in the February issue of 
American Business imploring business- 
men to stop arguing and commence 
working together is especially worthy of 
commendation. You’re right— it is time 
to begin acting like Americans who 
learned long ago that we have to hang 
together or hang separately. 

More power and inspiration to your 
editorial writing arm!—L. M. Burnette, 
Indianapolis, Ind. 


Ross’ Book on Systems 


To the Editor: 


Can you tell me the address of Office 
Research Institute, Inc., the publisher of 
John Ross’ book entitled “Techniques of 
Systems and Procedures”?—Joun B. 
Owen, secretary-treasurer, Central Mu- 
tual Casualty Company, Kansas City, Mo. 


Mr. Owen: The address is 60 E. 42nd 
St. New York 17, N. Y. 
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"THANKS to these 
two symbols, there’s never 
any doubt as to where the decimal goes in automatic 
division with the new Marchant Figuremaster. At the 
completion of the problem the carriage automatically 
positions itself and points off the decimal —under the Q, 
symbol for the division quotient, and under the % 
symbol for percentages. Complete elimination of all 
uncertainty in locating the decimal means easier, more 
accurate figure-work...more CPO* This exclusive 
advantage and 17 other principal new advancements — 
combined with Marchant’s traditional supremacy in 
simplicity, accuracy and silent-speed—establish the 
Figuremaster as the world’s foremost calculator. 


*Calculations Per Operator 


FIGURE FASTER WITH A 


Find out how the new Marchant 
Figuremaster can get out your 
figures faster and cheaper. Call 
the Marchant Man in your phone i 
book today CHINE COMPANY } 
+ | Oakland 8, California AS : 

' Without obligation, O : 

' I would like to see the Figuremaster 

' Please send me 

' free information about the Figuremaster 


| Name 


Address 





or just mail this coupon to 
Marchant Calculating Machine Company, 
Oakland 8, California 











PROTECT YOURSELF! 


EMBEZZLEMENT SWEEPS AMERICA! 


Post-War Trend to Fraud is Reported by Bonding 
and Business Firms Across the Nation! 


PREVENTING FRAUD 
IN YOUR BUSINESS 
IS CUMMINS’ BUSINESS 


Get Free FRAUD Book! Know how easy 


it is to steal from your company. Know how to 


be protected. Write CUMMINS BUSINESS 


MACHINES CORP., 4756 No. Ravenswood 
Ave., Chicago 40, III. 


SUCH FIRMS AS THESE ARE 
SAFEGUARDED BY CUMMINS 


Wieboldts, Inc.— Chicago 

Merchants Armoured Car Service— 
Indianapolis, Ind. 

State of Michigan—Lansing, Michigan 

Nat'l. Outdoor Adv. Bureau—New York City 

American Oil Company—Baltimore, Md. 

Bambergers— Newark, New Jersey 

Standard Vacuum Oil Co.—New York City 

American Viscose Company— 

Electric Motors Corp.—Racine, Wis. 

Sunbeam Corporation— Chicago 

Corning Glass Works—Corning, N. Y. 

McKenzie Milling Company— Quincy, 
Michigan 


U. S. Gypsum—Detroit 
Great Atlantic & Pacific Tea Co.— 
Many Branches 
Johnson & Johnson—New Brunswick, N. J. 
Burroughs Adding Machine Co.—Detroit 
Fisher Body Div. (Gen'l Motors Corp.) — 
Lansing, Michigan 
Buick Division—Flint, Michigan 
Electrolux Corp.— Old Greenwich, Conn. 
Gulf Oil Corporation—New York City 


Chevrolet Gear & Axle Division G. M. C.— 
Detroit 

Kraft Foods Company— Chicago & Green Bay 

National Cash Register Co.—Dayton, Ohio 

The Todd Company—Rochester, N. Y. 


LaSalle Hotel—Chicago 
Albert Pick & Co.—Chicago 





These times demand tighter managerial control. 
And the new uses of Cummins perforations are 
giving hundreds of corporations the needed surety 
—and speeding their routines as well. 

Think of your present vulnerable methods, and 
their record of error and risk. Then realize that 
Cummins Perforators: (1) Mark permanently and 
cannot be altered; (2) Mark rapidly—many papers 
at each stroke; (3) Mark distinctively, a barrier to 
misunderstanding, oversight and imitation. 


HOW CUMMINS STOPS THE EMBEZZLER 


The invoice is the focus of the embezzler’s attention. 
But Cummins makes it impossible ever to re-use 
invoices by invalidating them and all of their sup- 
porting papers at the moment the payment check 
is made. This stops embezzlement at its source. 


Get the facts—get the free FRAUD book—be protected! 





Business Machines Since 1887 
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7 TIM H af Business 


Admiral 


reports 


Ross D. Siragusa, 
Corporation — president, 
that his company plans to sell 
400,000 television sets in 1949. 
This will be, he recently told the 
Society of Security Analysts, 60 
per cent of the company’s 1949 
sales of $100,000,000. Admiral’s 
story is a direct contradiction to 
the claim that you cannot start 
small and build a big business to- 
day. Admiral started with an in- 
vestment of $3,400 in a workroom 
back of Siragusa’s father’s store. 
At one time he borrowed money on 
his household furniture to obtain 
funds to go to Pittsburgh, via bus, 
to sell radio receivers to a chain 
jeweler there. He got the order, 
and induced the jeweler to pay on 
receipt of merchandise. In 14 years 
Admiral climbed from fifty-second 
to third place in the industry. 
Does anybody say opportunities 
in America have disappeared? 


Sales Management appears 
to be a young man’s profession if 
we are to judge from the recent 
studies completed by the National 
Federation of Sales Executives. 
Only 28 per cent of the group of 
sales managers whose biographies 
were studied are in the 50-and-over 
age bracket. More than 37 per 
cent are in the 35 to 45 age group. 
This is, we think, exactly as it 
should be. Somewhere around 45 
the mental sluggishness that over- 
takes a man seems to outweigh the 
value of his sound judgment, re- 
sulting from experience. From 45 
on nearly all men know too many 
things which simply cannot be 
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done. The younger sales managers 
are not so well informed about 
things which cannot be done, so 
they go ahead and do them. When 
we were a sales manager—in the 
tender 20’s—it seemed that all the 
complaints, the doubts, the failure 
to sell new items, and general un- 
willingness to cooperate came from 
men who had passed the mid-40 
mark. In our early 20’s men past 
40 seemed like old men. They seem 
like youngsters to us today, but 
we sadly admit that if we were 
hiring sales managers we'd pick 


youngsters. 


Young Men have a way of 
getting things done. We talked 
with a lawyer friend the other day ; 
we asked him if he remembered his 
first case. It happened that we 
were present in the courtroom on 
the occasion, not as the guilty 
hasten to add, but 
as an interested bystander. The 


party, we 


charge against our friend’s client 
was criminal assault, and the ras- 
cal admitted the charge to be true. 
But the jury acquitted the defend- 
ant. We have often thought of 
that case. An older lawyer might 
have let his client go to the peni- 
tentiary, but this young lawyer, 
trying his first case, pulled all the 
stops. He pleaded, he cajoled, he 
dramatized. By the time he got 
through with that jury it seemed 
as if all twelve “good men and 
true,” 
rascally defendant. It is pretty 
much the same with young men 
in business. They throw everything 
they have into the job, and against 


were bosom friends of the 


odds which stun older men, come 
home with the bacon. There are 
many companies with splendid 
young talent held back because 
older men will not give them an 


opportunity. 


Predictions of Slowdowns 
make interesting reading to the 
man who wants an alibi for slip- 
ping sales. But even more interest- 
ing are the reports from people 
who refuse to believe that sales 
must slide in 1949. Take the case 
of Williamson-Dickie Mfg. Co., 
Ft. Worth, Texas work clothing 
manufacturers. Some work cloth- 
ing factories are shut down. Deal- 
ers are saying that the market is 
glutted. But Williamson-Dickie 
chalked up a 34 per cent gain in 
January 1949 above January 
1948. Leonard Brothers, the Ft. 
Worth, Texas miracle merchants, 
also came down the January 
stretch with a healthy sales gain. 
They planned it that way. Let 
the gloomcasters spread gloom. 
There will always be some people 
smart enough not to believe them. 
Business Conditions are 
not, never were, and probably 
never will be, the major factor in 
a progressive company’s sales 
curve. Only the people who drift 
with the current find business con- 
ditions 
stimulus to sales. Take the childish 
illustration of two men in two 
boats. One refuses to use his oars 
—or his motor, to be up to date. 
He drifts down stream. The other 
pulls on the oars, or yanks the 


the major deterrent or 
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LIKE SHOOTING FISH IN A BARREL 


It’s a cinch to get urgently needed facts and figures 
when all you have to do is call STATISTICAL. 


This organization can provide 100 girls for an 
inventory. We can give you 50, 1000 or 100,000 
hours for any figure work, whether it be a retro- 
active payroll, a revision of standard costs or a 
LIFO revaluation. Or we can key-punch from 
1000 to 1,000,000 cards and then tabulate them 


e TABULATING e 


CALCULATING ¢« TYPING e 


for you on an inventory, a sales analysis, a machine 
load, a sales forecast or you name it. We can type 


1000 financial statements for you. 


All this may swamp you, but to STATISTICAL, 
it’s like shooting fish in a barrel. 


Remember this complete’ service is available to 
P 
you on a regular or emergency basis. Just phone 


or write our nearest office for complete story. 


MARKETING RESEARCH TABULATIONS °* 


sy) STIS: 4 ics TABULATING COMPANY 


Established 1933 @ M. R. Notaro, President 
53 WEST JACKSON BOULEVARD, CHICAGO 4, ILLINOIS e PHONE HaArrison 7-2700 


New York Office 
* 50 Broadway, New York 4, N.Y 
Phone WHitehal!l 3-8383 


St. Louis Office 
Arcade Building, St. Louis 1, Mo 
Phone CHestnut 5284 
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starter on his motor and goes 
where he chooses. There are many 
businesmen today who are drift- 
ing downstream and just sitting 
there, when a few good pulls on 
the oars would reverse the direc- 
tion of their business boats. 


Dr. Foster Loso of the de- 
partment of education of the city 
of Elizabeth criticizes business for 
“seeking skill but promoting on 
personality principally.” Dr. Loso 
had better wake up and smell the 
cofiee. Skill without the proper 
personality is virtually useless in 
business. That’s the very trouble 
with too many extremely skillful 
people. They can do things them- 
selves but cannot manage other 
people, and cannot get things done. 
If business really does promote 
principally on personality, we 
think it is correct and Dr. Loso is 
“oh, so” wrong. 


Business Leaders of Ft. 
Worth, Texas, deserve some kind 
of an orchid for their community 
work. They seemingly devote more 
time to community affairs than 
any similar group with which we 
are familiar. There’s the courtesy 
group which functions during the 
Southwestern Exposition and Fat 
Stock Show. Purpose is to act as 
a cushion between management of 
the show and the public. The 
show’s manager cannot see every- 
body during the show—he’s busy 
about 26 hours daily at the time. 
But the courtesy group entertains 
visitors, finds lost children, takes 
care of people who leave their 
tickets “in my other pants,” and 
does a thousand things to make 
many visitors’ stay in Ft. Worth 
more pleasant. Bert Fisch, sales 
manager for H. J. Justin & Sons, 
Inc., famed bootmakers, is chair- 
man of the group. V. G. Griffing, 
Armour sales manager at Ft. 
Worth, and W. J. Clingman, Swift 
sales manager, are willing workers, 
as are a number of other sales 
managers and businessmen. Every 
city or town with a fair, celebra- 
tion, fiesta, carnival, rose, orange, 
cotton or other sort of “bowl” 
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needs a group like the one Fisch 
directs. 


Edward B. Hall, president, 
Harris, Hall & Company, declares 
that much of the economic think- 
ing by the general public is still 
done in the shadow of the great de- 
pression of the early 1930’s. We 
think Mr. Hall is correct. But we 
want to add that a great deal of 
the economic thinking by business- 
men generally is still done in the 
same shadow of the same pesky 
depression. Even during the war 
boom and the lush times that fol- 
lowed some businessmen never re- 
covered from depression 
psychology. We can’t build a great 
country from 1949 on, by look- 
ing at 1939 and previous years. 
Time to turn around. 


their 


Rockefeller Foundation 
has granted $35,000 for a study 
of problems dealing with the pre- 
servation of business records, to 
be undertaken by the National 
Records Management Council dur- 
ing the year beginning February 
1, 1949. This is an excellent ac- 
tivity. Much of the nation’s his- 
tory is at least partially written 
by business. We remember doing 
a story about a Kansas City 
company which had played a part 
in several important historical epi- 
sodes of the midwest and south- 
west. When the 
verify memories of old-timers and 


time came to 
search for pictures, it was learned 
that the company’s records had 
been burned at the behest of an 
efficiency man who had Henry 
Ford’s idea of history—which is 
that history is bunk. It isn’t bunk. 
Every company needs a_ good 
archive, in which all the important 
steps in its growth and expansion 
are carefully recorded. 


Hines H. Baker, executive 
vice president, Humble Oil & Refin- 
ing Co., says: “The objectives of 
an employee relations plan or pro- 
gram which need to be seen clearly 
are: (1) To increase the efficiency 
of the working force, individually 
and as a team, in the performance 


of the company’s function; and 
(2) to increase the day-by-day 
satisfaction and well-being of the 
employee in relation to his work, 
his fellow employees, and the com- 
pany, and in relation to his family 
and to his daily life.” That’s worth 
posting in the board room of every 
company on earth, Mr. Hines 
Baker. 

Beer Drinkers— and there 
are millions of them in this coun- 
try—amust be irked at the general- 
ly poor service accorded to them. 
In thousands of “beer parlors” 
service is impolite, slow, indiffer- 
ent. Thousands of places which 
serve beer are unattractive, some 
are downright dirty, other prem- 
ises on which beer is served are 
tumble-down in the extreme. Soda 
filling 


stands, and 


fountains, stations, even 


hamburger other 
“poor people’s clubs,” as they are 
called, often excell the places 
where beer is sold in cleanliness. 
attractiveness, deportment, and 
general businesslike atmosphere. 
Here is a colossal job for the 
brewers if they want to expand 
their industry. Breweries were 
among the first industrialists to 
embrace modern sanitation in a big 
way. Brewers were among the first 
businessmen to insist on spotless 
premises. We have never seen a 
dirty brewery, and do not believe 
that one exists. But when beer 
leaves the brewer’s truck and slides 
into a retail establishment it re- 
ceives rough treatment in many 
cases. Seems as if the right sort 
of campaign to improve beer re- 
tailing would be a good investment 
and a public service to boot. People 
are going to drink beer, no matter 


what happens. It is better for 


everybody concerned if they have 
high-class 
places in which to enjoy it. Auto- 
mobile companies cleaned up deal- 
er salesrooms and garages. Coca 
Cola cleaned up and improved soda 


spotless, respectable, 


fountains; the oil companies 
turned filling stations into show 
places when they started out to be 
eyesores. What’s holding back the 


brewers? 





Better Methods Shatter 
Glass Company 





Anchor Hocking Glass Corporation installed a system 
in its office that produces better control through 
improved methods, including a labeling procedure for 
shipping cartons that uses regular IBM punched cards 





EVERAL years ago the billing 
department at Anchor Hock- 
ing Glass Corporation, Lancaster, 
Ohio, employed 70 people on two 
48-hour shifts, but invoices gen- 
erally went out long after orders 


Considerable time and effort are saved with this Moore Business Forms machine 
which automatically separates carbons and ‘‘bursts’’ apart continuous forms 


8 


were shipped. Today with the com- 
pany’s volume of business greatly 
increased, about 32 workers handle 
the billing in one 40-hour shift! 
Such reduction of time and costs 
in one department is a typical ex- 


Costs 


By, Wel L, Noreis 


ample of the results of a program 
at Anchor Hocking that was de- 
signed to produce better conirol 
through improved methods. 
Another example of the com- 
pany’s efficiency is its ingenious 
system of producing = shipping 
labels. The labels are specially 
prepared punched cards that are 
processed with 
and International Business Ma- 


chines tabulating equipment. 


Addressograph 


Linked with the unusual label- 
ing procedure is an improvement 
that was developed to print ad- 
ditional information on some labels 
while they are being run through 
the Addressograph. An auxiliary 
printing head was added to the 
machine, and plates are inserted 
to print the required information. 
This second printing immedia'cly 
follows the normal stamping of 
the name and address, and «oes 
not slow up the labeling. 

In another 
Hocking has cut one section of its 
files from 24 to 18 cabinets by in- 
stalling a new IBM tabula!ing 
machine that makes one card do 
the work of several. These tiles 
house master cards for cert «in 
customers, and under the old s«t- 
up one card was required for ‘he 
name, another for the street «d- 
dress, and a third for the city and 
state. Several blank cards were 
also necessary to produce spaces 
between lines on the orders and 
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—_ Labels for shipping cartons are printed with the customer’s name and address on this Addressograph, and an auxiliary 


;ous printing head at the left adds whatever specific information certain customers may require on their package labels 
ping 
lly 


are 


invoice. With the new IBM tabula- 
call tor, a single master card will pro- 
apn a * . 
Ma- vide all the customer information 


at one printing. LAs 


AN) 
. . PAu 
Microfilming records, of course, - 


is nothing new to most companies, 


ibel- 


nent 


“lk but Anchor Hocking has put a 
ree Recordak to excellent use in film- 
= ing its payroll cards. An Ohio law 
pail requires that businesses in the state 
the keep a file of their payroll cards 
rted for the last 7 years, thus creating 
tion. a terrific storage problem. Anchor 
icly Hocking’s cards are being filmed 
of at the rate of about 175 a minute, 
and during the first 214 weeks, 1 
year’s cards were completed. With 
this model Recordak a container 
f its holds the cards and feeds them into 
the machine automatically. 
rng A device that helps streamline 
Anchor Hocking’s office produc- 
tion methods is a forms detacher 
manufactured by Moore Business 
Forms, Inc. The detacher is more 
commonly known as a “bursting” 
machine, and “bursts” apart the 
Moore continuous forms at the 
rate of about 7,000 an hour. An 
additional timesaver in this opera- 
(Continued on page 34) 
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The shipping labels are regular IBM punched cards that have been interpreted, 
tabulated, and printed on an Addressograph. Note label-pasting machine used 
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A live model poses as Mercury, myth- 
ical messenger of the gods, who is 
the emblem of the trade association 


HE story of the Florists’ Tele- 

graph Delivery Association is 
one of the romances of American 
business. More important, it is a 
remarkable example of what a 
strong, well-managed trade asso- 
ciation can do for an industry. 

Regardless of what those who 
are engaged in the business may 
think of the matter, flowers are a 
luxury. They do not feed, clothe, 
or shelter us. They are expensive. 
And sending them “by wire” makes 
them considerably more so. The 
great majority of florists’ shops 
are small business enterprises, 
many of them family owned and 
operated. The mortality rate for 
the industry is very high. 

And yet their association has 
flourished for nearly 40 years and 
today is stronger than ever before. 
During this period, the country 
has gone through booms and busts, 
wars, political upheavals, and vi- 
cissitudes of various kinds. Other 
trade associations have adopted 
slogans, taken a fling in co-oper- 
ative advertising, and _ usually 
lapsed back into half-hearted 
activity after a short while. But 
“Say It With Flowers” is even 
more effective now than it was 
when the slogan was first adopted 
in 1918. And the Clearing House 
of the Florists’ Telegraph Delivery 
Association is clearing more 
orders, valued at more dollars, 
than in any previous year save 


the year World War II ended. 
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How a Irade As 
Boosted Its Ind 





During its 40 years’ existence, the Florists’ Tele- 
graph Delivery Association has blossomed into one of 
the strongest trade groups in the world. Here’s why 
millions of people are saying it with flowers, by wire 





There must be a _ reason—or 
several reasons—why this trade 
association has been so successful. 
Perhaps, under their gruff ex- 
terior, the American people are 
quite sentimental. And, of course, 
they are very prosperous at 
present. 

But even the sentiment con- 
nected with flowers is a fostered 
one, the fostering having been 
done by means of consistent ad- 
vertising over a long period of 
years. Other probably 
could be outlined under the head- 
ings of strong organization, edu- 


reasons 


cation of members, and service. 
The Florists’ Telegraph De- 
livery Association unquestionably 
is one of the strongest trade or- 
ganizations in the world. Formed 


in August 1909 by a few members ° 


of a florists’ association who were 
confident that the flowers-by-wire 
idea could be promoted success- 
fully, it along until 
1913, when it began advertising 
in a small way. By 1916 a fund of 
$1,800 was raised for this pur- 
pose. The slogan, “Say It With 
Flowers,” was adopted in 1918 
and has been featured ever since. 
Another slogan, which was for 
members rather than for the 
public, is, “Faith, Truth and 
Determination.” 
Advertising 
more or less haphazard, depending 


struggled 


continued to be 


upon annual appropriations, until 
1932 (bottom of the depression, 


remember?), when the present » 
quirement of 1 per cent on all o 

going orders and an equal asse: 

ment on all incoming ones wis 
adopted. This levy, amounting ‘o 
2 per cent of the total volume of 
business cleared by the Clearing 
House at Detroit, is devoted cx- 
clusively to national advertising. 
As the volume of business has in- 
creased, the advertising fund has 
increased correspondingly, until it 
now amounts to $600,000 and more 
a year. Some radio advertising 
was tried in 1932, but most of the 
appropriation has always been 
devoted to national magazine a- 
vertising. The present schedule in- 
cludes 13 of the most widely read 
national magazines in America. 

Probably because its members 
do business with, or through, one 
another, the association adopted 
stringent rules from the beginning, 
and it has continued to enforce 
them without fear or favor. [t 
elected a board of directors and 
gave them authority. The board, 
in turn, established various co1i- 
mittees and gave them authori'y 
commensurate with their tit 
They inaugurated a program 
strict discipline and enforced 
They 
and enforced them also. 

The association was success: '\] 
from the beginning. But it wis 
not until 1923, when the FI) 
Clearing House was establish«:!, 
and all members were required ‘0 


$ 


establish high standar|s 
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by Dwight G. Baird 


clear their orders through it, that 
it got on a solid foundation. This 
not only eliminated the necessity 
of members collecting from one 
another for every order handled, 
but it also made it possible for 
every member to guarantee serv- 
ice and satisfaction on every order. 

All telegraphic 
must be 


orders for 
flowers now cleared 
through this headquarters in 
Detroit. Each member maintains 
a credit deposit fund with the 
Clearing House which guarantees 
it against losses in payment of ac- 
counts contracted between mem- 
bers. This capital now amounts to 
about $1,500,000. The Clearing 
House keeps records of all trans- 
actions between members and 
settles with them monthly, com- 
pensating those members whose in- 
coming business totals more than 
their outgoing orders, and billing 
those members whose outgoing 
orders exceed the amount of their 
incoming business. All complaints 
concerning telegraphic orders 
must also be made through the 
Clearing House. 

The headquarters organization 
includes customer accounting, ex- 
ecutive, membership, clearing 
house, and sales and advertising 
departments. 

The association now has about 
8,000 active members in_ the 
United States and Canada, to- 
gether with about 700 associate 


members representing related 
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FTD’s board of directors established high standards for its members. More 
than 50 of them were dropped last year for failing to live up to requirements 





Eight FTD field men have full-time jobs checking on members and applicants for 
membership to make sure shops are orderly and have adequate equipment 


trades such as growers, whole- 
salers, manufacturers of gift boxes 
and ribbon, etc. Dues are 1 per 
cent of the volume of business 
handled, plus an assessment of 4 
cents on each outgoing order to 
provide a member service fund. 

In the fiscal year ended June 
30, 1948, the House 


handled approximately 5,000,000 


Clearing 


orders having a gross value of 
$28,900,000. The volume during 
the first half of the current fiscal 
year is running about 814 per 
cent ahead of the corresponding 
period of last year, or at a rate 
of approximately $30,000,000 a 
year. 


The membership committee 
meets monthly and reviews appli- 
cations for membership, charges 
against members, and other mat- 
ters concerning membership. There 
are always many applications to 
be considered, but florists are not 
admitted to membership on the 
that they are in the 
They 


financial statement, pass a rigid 


mere fact 
business. must submit a 
examination, and measure up to a 
high standard of conduct and of 
business facilities. 

The association employs eight 
field men who check up on members 
and applicants for membership. If 


(Continued on page 38) 
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Gonzales Warm Springs Foundation from the air. Magnificent buildings and equipment were built with donations gath- 
ered by Ross Boothe, small-town hardware merchant at Gonzales, Texas, who has fostered the hospital from the start 


A Small-Town Merchant 


§ 


Fights Polio 


Gonzales Warm Springs Foundation, a million-dollar 
charitable, nonprofit hospital and treatment center 
for crippled children (nearly all polio victims) built 


by Ross Boothe, small-town, retail hardware merchant 


HROUGH the untiring efforts 
of Ross Boothe, Gonzales, 
Texas hardware merchant, Texas 
has a million-dollar hospital’ for 
crippled children where the average 
polio victim, if treatment is begun 
early enough, can be sent home 
cured in 314 months. 
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The story of this businessman’s 
accomplishment what a 
“little” businessman can do for a 


shows 


community when he sets his mind 
and heart to work on a broad- 
scale humanitarian project. 
Gonzales Warm Springs Foun- 
dation had nothing to start with 
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By Eugene Whitm ore 


except a spring which gushes wa:m 
water—106 degrees Fahrenhc't. 
The water has no curative or he«|- 
ing powers but because it is soo! !i- 
ing to the skin, because it reaclics 
the swimming pool at body ten- 
perature, is buoyant, and has no 
smell or leaves no stain, it affords 
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an excellent medium for exercise 
of the crippled children. 

Ross Boothe, who operates a 
_prosperous hardware store 
founded by his father in 1896, 
thought something ought to be 
done about that warm spring. It 
was surrounded by a tract of 
virgin land, 400 acres of unusual 
terrain. There are 20 springs of 
varying temperature gushing from 
the tract. The place had become 
a natural bird and animal refuge. 
It had attracted the attention of 
botanists and _ naturalists. <A 
botanist from the University of 
Texas has listed more than 500 
varieties of wild flowers some of 
them found nowhere else; this list 
includes two types of wild orchids 
and two varieties of iris. Many 
trees and flowers were apparently 
started by birds dropping seeds 
brought from far away places. 

Mr. Boothe studied the area and 
when the CCC camps were started, 
he began agitation to induce the 
State of Texas and the CCC or- 
ganization to acquire the 400 acres 
and turn it into a park. He re- 
served 40 acres for his hospital, 
then little more than a dream. 

CCC built Palmetto State Park 
and piped the warm spring. “That 
was about 1937,” says Boothe, 
who is much more interested in 
future plans than dates in the 
past. Then Mr. Boothe got to- 
gether 8 Gonzales men and formed 
a nonprofit organization, obtained 
a charter, and started begging 
money. He’s still begging, although 
the hospital now has a million- 
dollar plant and can treat about 
500 patients a year. 

One of the early steps was to 
engage an architect and make a 
master plan. People laughed at 
the “grandiose” plan and said that 
it was a wild dream. And Mr. 
Boothe admits that there were 
times when things looked pretty 
black and it seemed as if his plan 
to provide skilled, scientific treat- 
ment for crippled children must 
fail. But he kept at his job, often 
devoting more time to the hospi- 
tal than to his hardware business. 

(Continued on page 40) 
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Chapel, school, and theater for the wheel-chair patients is offered here in Cullen 
Memorial Chapel. Below, water from warm springs feeds this swimming pool 


Lost—the priceless art of walking; but Jimmie Sue Campbell is relearning the 
process, left below. Right, dental clinic, part of full laboratory equipment 





The four pictures shown here on these two pages were taken during a play put on by the employees of American Central 
to dramatize the difficulties faced by the average foreman during the daily battle to keep the production line moving 


Setting the Training Stag 


By Michacl Massel 


Training Consultant 








The biggest job in any training program is to teach 
the trainees, whether they be executives, supervisors, 


or salesmen, how to apply what they have learned. and 


0S THE whole, most executives 


have been pleased with their 
first taste of management training 
via the conference method. In fact, 
a recent Dartnell survey of 
budgets and salaries in the indus- 
trial relations side of business in- 
dicates that many companies are 
planning to do more and more 
training in the future. 

One serious danger, however, 
confronts management training. 
This danger lies in a blind spot 
concerning objectives which places 
limitations on the contribution 
that training can make. This blind 
spot is the result of concentrating 
on getting a training program 
started. So much effort is ex- 
pended on selling the training idea, 
that the objectives often are over- 
looked. As a result, the objective 
of many training programs turns 
out to be general agreement among 
the conference members present ; 
whereas, the real objective of 
training should be to teach prin- 
ciples and methods of applying 
them to working situations which 
will lead to increased production. 
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The author suggests 


‘role playing’”’ as one of the best 


ways of accomplishing this. Mr. Massel is a training 
specialist and consultant and has done special work for 
General Motors, Sears Roebuck, and many companies 
in the Southwest. He was formerly assistant professor 
in the University of Oklahoma’s business college 





The success of a training pro- 
gram should not be measured in 
the degree to which everyone at- 
tending enjoyed himself but in 
terms of increased productivity 
and sales. 

In the early days of training, 
written case histories were used to 
show application of principles. 
The weakness of this sort of ap- 
proach was that it ordinarily con- 
centrated on the “what” rather 
than the “why” and the “how.” 

Another training technique still 
widely used is the one in which the 
trainees are encouraged to relate 
some of their own problems for 
analysis by the whole group. This, 


‘7 


too, is not very satisfactory bhe- 
cause the group only has biased 
views on which to base its analysis. 
Also, this method does not lend it- 
self to preconference planning !y 
the training director. 

In the past few years, an 
tempt has been made to make «p- 
plications of principles more ob- 
vious. This is accomplished by 
training technique known as “role 
playing.” Actual situations which 
have been carefully prepared ave 
presented to the conference grou). 
The parts are acted out to give 
the illusion of real situations. The 
principles that have been under 
discussion then can be examined 
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This sort of dramatization is much more elaborate than that suggested by the author. Michael Massel’s role playing 
requires no backdrops, no elaborate rehearsals, and no large cast. The dialog is edited and kept down to a minimum 


or Better Conterences 


with a specific case history in mind. 

The preparation of cases for 
“role playing” is not simple since 
it must furnish both the situation 
and the dialog. 

If we hear what a man says and 
see his facial reaction, we are on 
our first step in interpreting what 
the man is thinking. Management 
can specifically discuss the “small” 
things that have a tremendous ef- 
fect on emotional reaction. The 
conference groups discuss actual 
approach, tone of superior and 
subordinate, and how to achieve 
all of the points on our many lists. 

We do not start such discussions 
with “Get all the facts,” but with 
the method of getting the facts. 

We do not establish a rule, “be 
approachable,” and let it go at 
that. We examine what must be 
done in our daily contacts so that 
we are approachable. 

However, “role-playing” cases 
should be accompanied by a list of 
leading questions to aid the leader 
in stimulating discussion. 

Such a series of questions guides 
management in establishing an 
analysis pattern for handling 
problem situations. At the begin- 
ning of a series, these questions 
can be presented to the conference 
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group, and later on it can be asked 
to analyze the situations and to 
present its own discussion ques- 
tions. The main purpose of the 
conference method is to instill this 
analytical process into the minds 
of the members of management. 

A sample case will illustrate the 
role-playing method. All unessen- 
tial conversation is eliminated to 
make it easier to understand. Most 
successful training specialists have 
found that simple situations pre- 
sented with as few frills as possible 
make excellent kick-off points for 
lively, constructive discussions. 

First, the 
selects as many as necessary from 


conference leader 


the conference group to act out a 


particular situation. This can be 


done a week or so in advance so 
that those who are selected can get 
together for a few minutes of re- 
hearsal before putting it on. 

When the day arrives, the con- 
ference leader introduces the case: 

Leaver: “In line with our dis- 
cussion on training, we will review 
our responsibility for training the 
new employee in the plant. 

“T will pass out copies of the 
case while our three Humphrey 
Bogarts put on the grease paint. 

“As you see, there are three 


parts: Frank, the foreman; Ed, 
the old employee; and Tony, the 
trainee. It will be easy for the 
follow the 


dialog if he remembers that the 


reader to following 
first letter of each person’s name 
is the clue to his job. 

“In his induction talk Frank, 
the foreman, discovered that 
Tony, the trainee, has had no 
previous experience. The two of 
them are walking over to Ed’s, the 
old employee’s bench. O.K., actors, 
take over.” 

Frank: “Ed I want you to meet 
Tony, he worked in G department. 
He is going to break m our work. 

“Tony, I want you to meet Ed. 
He will show you the ropes. He is 
one of our best. I’m sure he will do 
a good job. Ed has shown most of 
our boys here how to pack.” 

Leaver: “Frank let Tony work 
with Ed for 2 days, then he as- 
signed a packing bench to Tony. 

“Two days later a carton was 
returned from the shipping dock 
with a tag indicating that it was 
not suitable for shipment. Since 
Tony’s stamp was on it, Frank 
took it to him.” 

Frank: “Hello, Tony, how are 
things going?” 

(Continued on page 44) 









A Businessman Thankful 
For His Competitors 












Bootmakers competing with the sales of Justin boots 
have helped the industry and H. J. Justin & Sons grow. 
New outlets have been opened and more people are now 
prospects for Western boots because of the competitors 








Chairman, H. J. Justin & Sons, Inc. 





HEN I look back to 1920 to 

our little plant turning out 
58 pairs of boots in 1 week, I 
remember we had 5 competitors 
and only one was much larger than 
our company. There were also 
many individual bootmakers who 













































Earl Justin likes strong and thriving 
competition that boosts his industry 
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by, W rad (Earl) Justin 


were operating one-man shops. 

Today, 29 years later, we turn 
out better than 1,200 pairs of 
boots weekly. But we have 15 
major competitors and a host of 
smaller bootmakers who are most- 
ly custom-boot builders. 

Those 15 competitors have 
helped us grow, and we are thank- 
ful to them. Let me show how they 
have helped us. When we started 
to grow out of our role of custom- 
bootmakers, we employed one 
salesman who visited merchants in 
the cow country opening accounts. 
Usually we had but one account 
in a town and boots were strictly 
a side issue with him. There was a 
limited demand for boots in our 
price bracket, and we were happy 
to find one merchant in a com- 
munity who would handle our line 
and pick up what business he 
could from the regular cattlemen 
who never wore anything but our 
boots. 

As our competitors began to 
build business, it was only natural 
for their salesmen to call on our 
customers first. They were selling 
boots and the place to go was to a 
merchant who already had a boot 
department. In many cases these 
salesmen failed to sell to our 
customers. 

When a competitive salesman 





visited our customer, he was often 
told that one brand of boots was 
enough. The merchant pointed ou! 
to other salesmen that he had bui!! 
up a trade on Justin boots anil 
would not care to sell a seconl 
brand. 

What did our competitors do i 
such a case? They did not quit or 
give up. They went across tl 
street and into the next block anil 
created another boot outlet. Their 
method was to say to a merchan', 
“There’s old man Wilson up tlie 
street selling Justin boots. He sells 
a lot of them. Why let him have 
all this business? Put in our boots 
and give him some competition. 
You don’t want to send your regu- 
lar customers to Wilson’s to get 
their boots, do you?” 

In many cases this method suc- 
ceeded. Our competitors opened 
many boot accounts, and every 
body knows that two stores selling 
any product will sell more than 
one store. Every time one of our 
competitors opened a boot ac- 
count, he did us a favor. He 
created another outlet for boots 
and started another store and its 
salespeople selling boots. 

As our competitors grew anil 
multiplied, the same process was 
repeated over and over again 
When boot salesman number three 
came to town and found two boo! 
accounts, with neither merchan! 
willing to to take on a third line. 
he went to work and created 
third outlet for boots. Then thre 
stores were pushing and merchan 
dising boots instead of only one. 

Now put yourself in the place o/ 
the consumer in a_ small. com 
munity. He has never worn boots 
But he has occasionally though‘ 
it would be nice to own a fine pai! 
of Western boots. They are not 
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cheap and the investment is enough 
to make a man think twice, unless 
he is an out-and-out cowman who 
grew up wearing boots. 

This consumer sees boots on 
display in his favorite store. He 
walks a block down the street and 
sees another display of boots. 
And in another block he sees boots 
again. He reasons, “Gosh, I must 
get a pair of Western boots. 
They’re all the style now. Every- 
body must be wearing them.” Be- 
fore long he buys a pair of boots. 
He may buy our boots, he may buy 
a competitor’s boots. But in either 
case he has added his mite to 
strengthening the boot industry. 
He may show his boots to a neigh- 
bor or a friend who promptly goes 
to a store and buys a pair of 
Justin boots. 

While we are anxious to sell 
Justin boots, the truth is that 
every good pair of boots sold 


ich ee 


More : 
damp and remain there 10 days so the completed boot will retain its shape and comfort for a long time to come 
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helps the boot industry and helps 
us, too. We want strong, thriving 
competitors, not weak, ailing com- 
petitors who demoralize the boot 
business. 

A recent experience in our busi- 
ness shows what it means to create 
business instead of trying to take 
it away from our competitors. 

The square-dance craze has 
swept the country. In big cities 
and frontier towns alike, people 
are joining square-dance clubs. It 
is customary for square-dance en- 
Western 
costume, including Western boots. 


thusiasts to dress in 


Sam Justin, one of the three Jus- 
tin “boys” who have built the busi- 
ness, is a square-dance enthusiast 
—we might say a square-dance 
expert. He wrote a booklet, /t’s 
Easy to Learn Square Dancing. 
When we discussed publishing 
this booklet, somebody reminded 
us it would sell as many com- 


petitive boots as Justin boots. 
That may be what decided us to 
publish the booklet. We want to 
build the boot business as a whole, 
and we are willing to take our 
chances that Justin will obtain its 
due share of the business. 

We are now taking delivery on 
the fifth edition of this square- 
dance booklet. We have received 
requests from every state in the 
union and from foreign countries, 
and many interesting letters have 
been received. One lady in Idaho 
even wrote Mrs. Sam Justin and 
asked her to visit a Ft. Worth 
store and select a suitable dress 
for square dancing because the 
stores in her town had none in 
stock. 

Our little booklet has helped 
create many square-dance clubs 
and has helped many thousands of 
people to learn square dancing. 


(Continued on page 47) 
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Speedy refunds bring smiles to the faces of many urban taxpayers who 
expected to wait several weeks to get refunds on income tax paymen‘s 





Punched-card accounting 
systems have eliminated 
manual handling of in- 
come tax returns in some 
cities, and as a result tax- 
payers are getting refunds 
— or bills — faster than 
they ever did before. The 
new systems also reduce 


the possibility of errors 





Taxpayers’ Refunds Are 
Speeded by Machines 


AXPAYERS in some urban 

districts are receiving income 
tax refunds this year faster than 
they ever did before. Such speed 
is made possible through mechani- 
cal processing of returns. 

Districts in New York, Cleve- 
land, Detroit, Chicago, and Los 
Angeles have installed Interna- 
tional Business Machines Corpora- 
tion equipment and have elimi- 
nated the old manual method of 
handling forms. Last year Cleve- 
land initiated the 
system with a pilot operation in- 
volving W-2 forms that proved 
successful, and the other cities 
followed suit this year. 


mechanical 


The Chicago operation. is typi- 
cal of the others and shows how 
efficiency and neatness are pro- 
moted, at the same time reducing 
the possibility of errors. The office 
of the collector of internal revenue 
in Chicago handles returns from a 
district that covers 26 counties in 
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the northern one-third of Illinois. 
About 2,900,000 income tax re- 
turns are filed annually in the dis- 
trict, and 65 per cent normally 
call for refunds. 

An added complication to the 
usual routine, however, were the 
two tax laws that were in effect 
during 1948. Employers figured 
their employees’ withholding tax 
under the old higher rate from 
January 1 until April 30, 1948, 
when the new lowef rate became a 
law. The new rate, however, was 
retroactive to the first of the year, 
and because of this change about 
85 per cent of the 1040-A forms 
are expected to require refunds. 

The 1040-A forms, generally 
speaking, are used by people with 
incomes less than $5,000. These 
forms are all processed with IBM 
equipment, and in the Chicago dis- 
trict about 1,500,000 persons will 
file such returns. About 1,250,000 
of them are expected to necessitate 


income tax payment refunds. 

The mechanical equipment will 
also process declarations of 1949 
incomes for the tax districts in the 
five cities listed. Such declarations 
must be filed by those persons 
whose wages exceed $4,500 plus 
$600 for each exemption. About 
400,000 of these estimated inconic 
forms will be filed in the Chicago 
district. 

These 400,000 forms and thie 
1,500,000 1040-A forms in thie 
same district are processed by 4 
staff of 150 people. Equipment i: 
cludes’91 key punch machines an 
66 tabulating and accounting m: 
chines. IBM began training oper 
tors when the equipment was i 
stalled in Chicago offices 01 
January 1, 1949, and the progra: 
was completed just before th 
number of returns reached a pea 
early this month. 

The system of processing th 
returns begins with the key punci 
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Officials from Chicago's internal revenue department check operation of 
IBM accounting machine that tabulates amount to be refunded or billed 


machines. An operator punches all 
the necessary information from 
the tax form into a card, which is 
then interpreted on another ma- 
chine to print at the top of the 
card the name and address of the 
person filing the return. A quick 
manual check is made to be sure 
the name and address is exactly 
the same on the card and on the 
form. 

After the manual check, the 
card is run through a verifying 
machine to assure accuracy in the 
entire card. If there is an error, a 
red light goes on to indicate 
where it is. If correct, the card is 
notched. 

Cards go to the machine room 
in groups of 5,000 and are first 
used to tabulate the serial number, 
amount of wages, and amount of 
tax withheld. This initial control 
is for checking purposes. Cards 
are then sorted according to ex- 
emptions and according to in- 
comes, and prepunched master 
‘ards are interspersed. These 
master cards are placed on the top 


of various groups for gang punch- 
ing. That is, all cards in a particu- 


lar tax classification will be 
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punched with the same tax from 
the master card. Calculating ma- 
chines can then select the tax still 
to be paid or the refund that is 
necessary. 

In many cases, the names of a 
husband and wife or the full name 
of an individual cannot fit into the 
allotted space on the detail card. 
Therefore, contracted name cards 
are prepared, abbreviating the 
name to fit the space. 

Cards must be separated into 
three classifications: Those for re- 
fund, for billing, and those that 
require neither. If the amount 
withheld is within a dollar of the 
tax or refund figure determined 
by the revenue department, billing 
or refunding is unnecessary. 

When the contracted cards and 
detail cards are collated, they are 
ready for the final step—tabulat- 
ing machines. A continuous form is 
used, and onto this is printed the 
name and address of the individual 
(from the contracted card) and 
the amount to be refunded to him 
or the amount to be billed (from 
the detail 


processed according to an account 


card). All returns are 


number that is given to them when 


they first arrive at the collector’s 
office. In this way, returns received 
first are processed first. 

After the tabulating machines 
have printed the names, addresses, 
and amounts of refunds the lists 
are turned over to the disbursing 
office, and 


Here, too, a new idea saves time 


checks are written. 
and money. With a transfer post- 
ing machine, the name, address, 
and amount are automatically 
printed on the check from a car- 
bonized impression on the reverse 
side of the tabulated list at the 
1,000 checks an 
With the old system, an expert 
typist 1,000 


rate of hour. 


could type about 
checks daily. 

When all returns are in and 
processed, the task of alphabetiz- 
ing and filing the punched cards 
is one that heretofore has taken 7 
months. With the IBM sorter, the 
job can be finished in 1 month. 
officers at 
Chicago said that the new me- 


Internal revenue 
chanical system is a vast improve- 
ment over their old manual method. 
Greater accuracy, faster service 
are the primary advantages, but 
work is neater and eventually 
there will be savings that can be 
computed in dollars. 

Tax returns have been made a 
little more complicated this year 
with the requirement that W-2 
forms be accompanied by 1040-A 
forms, thus adding to the paper 
work in the collector’s office. In 
addition, some exemptions have 
been added and others increased. 
For example, persons over 65 get 
blind 


more 


an extra exemption and 


people are permitted a 
liberal exemption. Even with these 
changes and the extra work caused 
by the two tax laws during 1948, 
districts employing mechanical 
means of processing returns are 
finding the job much simpler. 

Cleveland’s internal revenue de- 
partment this year is engaged in 
another pilot operation: Process- 
ing 1040 forms. This experiment is 
being watched closely, and if suc- 
cessful, it is sure to be adopted 
by other cities as an additional 
time saver. 
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Record System Expands 
Inventory Control 





A unique application of tabulating machinery enables 
the Cook Electric Company of Chicago to reduce in- 
ventory by 25 per cent, as sales soar 27 per cent higher 
and operating costs climb to their highest level to date 





By Henry M. Gallagher, A , 


LIMAXING 7 years of tabu- 

lating experience, the Cook 
Electric Company of Chicago 
broke a precedent a little over a 
year ago and transferred inven- 
tory recording to its tabulating 
department. Previously, the com- 
pany had been using International 
Business Machines Corporation 
electronic equipment for payrolls, 
costing, accounts payable, expense 
reports, sales and cost analyses, 
and similar routine jobs. The new 
inventory system was designed by 
C. E. Lundeen, Cook’s secretary- 
treasurer, as inventories began to 
reach an abnormal peak. 

It has been estimated that costs 
of carrying excess inventory run 
as high as 25 per cent yearly. 
Cook management felt excess in- 
ventory might be nearly elimi- 
nated with careful controls. 

Main emphasis of the new sys- 
tem, which is the basis of these 
controls, has been on dependability 
of the records. Probably there has 
been some monetary savings as 
well, Cook officials admit, but this 
has come largely through freeing 
office and production personnel for 
other needed work, and consequent- 
ly can not always be accurately 
measured. Increased efficiency has 
enabled the company to reduce 
raw material inventory 25 per cent 
since the system started, however, 


20 


while its sales volume climbed 27 
per cent. 

Inventory control on materials 
involved in the Cook company’s 
12,000 items is aimed at five major 
factors: Preventing interruptions 
in production schedules, determin- 
ing overstocked items, finding slow- 
moving items, eliminating unneces- 
sary costs (usually connected with 
excessive inventory), and keeping 
working capital in its most liquid 
condition. This requires informa- 
tion on the amount of material re- 


served for production and sales 
orders, amount on order for pro- 
duction or purchase, amount in 
stock, and amount (either in stock 
or on order) available for new 
orders. 

Originally the company ke) 
statistics on _ these 
through handposting on loose-le:\f 
cards, but errors and slowness of 
handling the records resulted in a 
distrust of the records themselv: 
Though the records were supposed 
to reflect shortages, there was io 
check on whether they actually 
did. And most important of all, it 
was almost impossible to discover 
the exact status of all the inven- 
tory, since this required going 
through the total 12,000 cards, 
copying information, and_ tran 


variabl:s 


scribing it. 

Now, the handposting system 
has been eliminated ; the company’s 
tabulating unit has taken over the 
entire job. One alphabetic tabula- 
tor, one summary punch, one 


Sorting and keypunching cards in Cook Electric Company’s inventory record- 
ing system. Collator behind keypunch is used in daily transaction collations 
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sorter, one collater, two numeric 
keypunches, one alphabetic key- 
punch, one automatic numeric 
verifier, one hand verifier, and one 
facsimile machine, all installed by 
IBM, perform the operation. 

Two types of manufacturing are 
carried on at the Cook Company— 
stock items and special orders. The 
minimum material for stock items 
carried as inventory is determined 
by sales budgets developed by the 
sales department, the time required 
to produce, and the quantity 
needed to produce or purchase. No 
extra material is carried for spe- 
cial orders until the orders are 
actually placed. 

Tabulators receive one copy of 
the customer’s order and punch a 
sales reservation card for each 
item ordered. Production orders 
are made up on a hectograph ma- 
chine which, at the same _ time, 
makes a requisition for each item 
on the bill of material. This infor- 
mation is also keypunched by the 
tabulating department and these 
cards serve as production reserva- 
tion cards. Sales reservation cards 
are sent daily to the finished goods 
stockroom and held there until 
material is sent out for shipment. 
Production reservation cards go to 
raw material stockrooms and are 
held until material is delivered for 


production. Date of delivery is in- 
serted and they are returned to 
the tabulating department for use 
as requisitions with the delivery 
date punched on. 

When orders for production or 
purchase are issued they are key- 
punched on an “on order” card. 
Deliveries made to the stockrooms 
either on production or purchase 
orders are listed on delivery 
tickets which are also keypunched. 
Transaction code numbers desig- 
nate each type of transaction for 
identification purposes. 

Each day all requisitions, reser- 
vations, receipts, and order cards 
are sorted together on the IBM 
sorter so that all cards for each 
material number are together and 
material numbers are all in se- 
quence. Previous day’s operations 
have been summarized on a 
“balance forward” card, showing 
the description, part number, cost 
code, amount in stock, amount on 
order, amount reserved, balance 
available for new production or 
sales orders, and consumption this 
year to date. Current day’s trans- 
actions are collated at the end of 
each day with the balance card of 
the previous day in front of each 
material number showing a trans- 
action for the day. Balance cards 


showing no transaction are kept 


Company-designed horse-shoe table holds 12,000 historical record cards; check- 
ers use it for counter. IBM facsimile machine in rear makes card entries 
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separate from all other data. 

These cards are then tabulated 
and a report is run showing the 
description, part number, trans- 
action, unit code, and individual 
listing of transactions, showing the 
new balance for all columns. 
Simultancously the summary ma- 
chine makes up a new balance for- 
ward card. Used cards are then 
sorted according to their use, old 
balance forward cards are de- 
stroved, and new balance forward 
cards are collated so there is a 
complete deck of these records 
filed by material number. 

A report known as the “daily 
stock status” is made in triplicate 
from these cards. Between the first 
copy and first carbon sheet a 
hectograph carbon is placed facing 
the back of the first sheet. This 
original copy is later used in a 
facsimile operation where the 
hectograph imprints transfer all 
the information except the descrip- 
tion to the 12,000 historical in- 
ventory cards for reference. The 
second and third copies go to the 
production planning department 
where shortages become imme- 
diately evident from the balance 
This 


shows a credit when there is not 


available column. column 
enough material in stock or on 
order to take care of reservations 
on special order materials. In the 
ase of stock items, this column in- 
dicates that the amount on hand 
and on order is less than reserva- 
tions plus the established minimum. 
From this information orders can 
be immediately issued. 

Checks in this operation come 
at several places. For instance, 
every time a posting is made to an 
inventory card the part number is 
put in its column so that on refer- 
ring to a card it is easy to see 
whether the posting is correct by 
checking this part number. In ad- 


’ 


dition “unit code numbers” are 
added in measurement of mate- 
rials. Thus if a certain material is 
measured in ounces it is designated 
by one code number. If a trans- 
action in pounds is added without 
converting the weight unit the code 


(Continued on page 49) 
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The Three Key Forms in 
Personnel Records 





This is the story of how a national drug chain designed 
an effective personnel record system for 20,000 em- 
ployees. Although any system has to be tailored to 
meet a particular company’s needs, there are a number 
of forms and basic principles which have universal ap- 
plication. The author concentrates on these. Dr. Cabot 
formerly was on the national personnel staff of this 
drug chain. His department installed the system de- 
scribed here. Now an associate of Booz, Allen & Hamil- 
ton, he has had wide experience as a research director, 
teacher, and consultant in clinical practice and per- 
sonnel work. He wishes to acknowledge the assistance 
of Betty J. Bridges, industrial specialist for Science 
Research Associates, who helped prepare this article 





By P.S. de Q Cabot, Ph. D, 


Booz, Allen & Hamilton 


HE value of records to a per- 
sonnel department is generally 
Progressive manage- 
ment, however, now recognizes an 


accepted. 


effective system of personnel rec- 
ords as an important cog in the 
machinery of its business. Man- 
agement knows that no long-term 
planning for its work force can be 
done without reliable information 
on turnover, absenteeism, causes 
for termination, distribution of 
wages and salaries by job grades, 
and similar data. If a personnel 
records office is operating efficient- 
ly, all of this information should 
be easily and quickly available. 

It is clear that each company 
must set up its personnel records 
system to meet its own particular 
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needs. No company can “borrow” 
the records system of any other 
company and expect it to work. 
In one organization, personnel 
forms were drawn up to meet the 
specific requirements of some 500 
retail stores, 8 warehouses, and 
10 plants. This 
distributes, and 


organization 
manufactures, 
sells drugs, candy, nylon hose, 
rubber products, paper, cosmetics, 
and cotton products. Operations 
are located in principal cities from 
coast to coast. The personnel 
forms reproduced here were de- 
signed to service retailing, dis- 
tributing, and 
units. Had they been developed for 
only one of these diverse opera- 
tions, the design of the forms and 


manufacturing 


the procedures for processing 
them could have been somewhat 
more simple. 

Before uniform records can be 
devised for an organization with 
such widespread and diverse o)- 
erations, the needs of all tiie 
operations must be carefully 
analyzed. The first step was io 
find the answers to these questions: 

1. What requirements are ce- 
manded by legislation in each of 
the various states? 

In several states, fair employ- 
ment practices acts forbid asking 
the birthplace, 
creed, national origin, or ancestry 
of an individual before he is hired. 
Some states also forbid the prac- 
tice of requiring veterans to show 


religion, race, 


their discharge papers before ein- 
ployment. For this reason, or- 
ganizations nation-wide in scope 
cannot provide space on a gen- 
eral application form for informa- 
tion which expresses any such 
discrimination. 

2. What information does man- 
agement need for an effective svs- 
tem of transfer and promotion, 
employee benefit systems, training 
programs, employee appraisals * 

3. What does management nec 
to know to evaluate the effectis 
ness of interviewing and selection 
procedures, employer-employee } 
lationships, company morale, ai 
statistics of the wage and sala) 
program? 

During the developmental stag:. 
top management and line supe 
vision were consulted regular!) 
This step is of prime importan 
in a decentralized operation 1 
which many managers and supe! 
visors must handle their own em 
ployee changes and the accom 
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PERSONNE! STATUS FORM { 
£3 Fess owen seats iam) temromany | The three forms shown here are the personnel-data and 
nits attendance cards, the personnel-status form, and the 
application form. The first records personnel and at- 
tendance data completely. This includes current infor- 
mation, previous employment, test results, training, 
and wage and salary rates. A visible insert, not shown 
here, includes all current information on the employee 
—in code—to save space. The attendance card will hold 
the record of 4 years. The status form is a manifold, 
multipurpose form which enables all departments 
involved in an employee change to be notified simul- 
taneously. There are four copies of this form with 
interleaved carbons. One copy remains in the files of 
the initiator, and the others go to the payroll, person- 
7 SPREE ~ nel, and supervisory departments. This particular 
~~ ’ “a application form, the long form, is filled out only after 
ae BS the applicant has passed a screening interview. In the 
screening interview a short application form is used 


1. NAME OF EMPLOVEE 
rot mame 
HOME ACORESS 
TELEPHONE NO DATE OF BIRTH 
2 EMPLOYMENT 


eames 
PLACE OF monTH Maren Name 


3 RATE CHANGE 


om sow omane 


“7. TRANSFER. 
sretcre pave 


5. LEAVE OF ABSENCE 
vecue 
6 TERMINATION. 
Last DAY woRxEo 
fave OF EmmovMeENT 


THIS SEC 


1 PAYROLL COPY 








is employed to his separation. 
3. Personnel-Data Card—to 


summarized, 


panying paper work. The person- Three basic forms were de- 


veloped for the revised records 


nel records systems of more than 


30 companies were also studied. — system: form a_ permanent, 


easily accessible, and up-to-date 


The system that was finally in- 
stalled met the requirements of all 
operations. By the time the sys- 
tem went into effect, line super- 
visors were familiar enough with 
the forms and procedures to make 
the transition from the old system 
relatively simple. 
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1. Application Form—to aid in 
the interview, to become a part of 
the employee’s permanent record, 
and to supply basic data for 
reference if the employee leaves. 

2. Personnel-Status Form—to 
initiate any change in the em- 
ployee’s status, from the time he 


record of the employee. 

Other personnel records, such 
as requisition forms, absence re- 
port forms, medical records, in- 
surance records, and performance 
reviews, are naturally necessary. 


Their value, however, depends on, 
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or stems from, the three forms 
mentioned above. 


1. Application Form 


Although 
should be designed as valuable aids 
to interviewing, this factor is par- 


application forms 


ticularly important in decentral- 
ized organizations where super- 
visors must do their own selecting. 
This form serves as an interview 
aid, and also provides data for 
the employee’s permanent record. 

In the screening interview, of 
course, a short form, or applica- 
tion card, is used. The applica- 
tion form itself is filled out only 
after the applicant has passed the 
screening interview. In the hands 
of a competent interviewer the 
filled-in application form becomes 
not just a miscellaneous collec- 
tion of data, but a stimulus to 
elicit from the applicant necessary 
additional information. With this 
in mind, such a form becomes an 
important document in intelligent 
hiring and placement. Every item 
on this form has been carefully 
planned to aid the interviewer in 
asking the questions important 
for proper selection. 

The usefulness of an application 
form depends upon what basic in- 
formation is required, and the ex- 
tent to which such information is 
used to appraise the applicant’s 
abilities, aptitudes, interests, voca- 
tional ambitions, work history and 
references, education, training, 
assets, and liabilities. No attempt 
has been made to weigh the par- 
ticular items on this form because 
the relative importance of the 
items differs with the responsibili- 
ties and duties of the job in 
question. 

The section covering previous 
employment helps the interviewer 
to detect any periods of unem- 
ployment and the reasons why the 
applicant was out of work. 

Naturally, in a drug company 
specific information must be ob- 
tained if the applicant is a phar- 
macist. It is also necessary to find 
out in any chain organization 
whether applicants have worked 
in the subsidiary companies. This 
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speeds up reference checking and 
enables the personnel records office 
to determine a former employee’s 
possible eligibility for continuous 
service benefits. 

Data on military service is still 
requested, although in time this 
may lose its significance. It con- 
tinues to be useful in determining 
the nature and extent of spe- 
cialized training, the rate of 
promotion in service, and the type 
of leadership demonstrated. 

The next section of the form is 
for the interviewer only. It allows 
him to make a summarized evalua- 
tion of the applicant’s qualifica- 
tions, to recommend employment, 
and to back up his recommenda- 
tions with reasons. In addition to 
its value to the line supervisor, this 
information is used as a basis for 
improving the interviewer’s tech- 
niques, his ability to 
people, and his power of self- 


analyze 


expression. 
Here Are the Results 
a. The interviewing skill of 


plant and department heads, store 
managers, and personnel staffs 
has been greatly improved. This 
is largely due to the arrangement 
of items and the complete coverage 
of pertinent information. Since all 
applications from the field flow 
through the appropriate regional 
personnel offices, a continuous 
check is made on the thoroughness 
of the interview procedure, and 
necessary follow-up training is 
instituted. Supervisors know that 
the application form must be filled 
out completely—but what is more 
important—they now realize that 
only through an analysis of an 
background 
can they select the kind of people 
who will stay on the job and turn 
in a good performance. Filling out 
a form is no longer “just a 
formality.” 

b. Turnover has been 


applicant’s over-all 


reduced 


stores, offices, and 
warehouses. This is 
natural result of thorough inter- 
viewing and good selection. 

c. Public relations with other 


organizations have been greatly 


in plants, 
always a 








improved because of the ease with 
which references on former em- 
ployees can be given. 

d. Decisions regarding promo- 
tions and transfers have been sim- 
plified because of the information 
about skills, hobbies, and interests 
required on the form. This infor- 
mation transferred to the Kardex 
file, gives an immediate indication 
of the employee’s special abilities 
—information 
ordinary records and so necessary 


often missing in 
in the promotion procedure. 

e. The speed of the intervie 
has been greatly increased without 
any loss of important information. 
This is because the arrangemeni of 
the form has made easy the task 
of checking job specifications. 


2. Personnel-Status Form 


The manifold, multipurpose 
personnel-status form is gradually 
becoming popular with industyial 
organizations. Because it elimi- 
nates many separate documents, it 
saves both time and money. 

In this particular installation 
four copies of the form are at- 
tached to a binding with inter- 
leaved carbons. Copy 1 is sent 
to the payroll department ; copy 2 
3, In- 


formative Copy, is sent to the 


goes to personnel; copy 
supervisor who is next highest in 
line to the initiator of the action; 
copy 4 remains in the files of the 
initiator of the 
employee’s immediate supervisor ). 
4 al 
The 


action (usually 


manifold feature of this 


_ form enables all departments in- 


volved in an employee change to he 
notified simultaneously. The multi- 
purpose 
necessity for a different form for 


feature climinates [hie 
each employee change. In this 
organization it has cut down «s 
many as 24 forms to 1, with « 
vious savings in printing costs. |! 
is a particularly popular featu 

with supervisors, too, who fini 
that their work load is increas: | 
with the variety of forms usual \ 
used to cover employee changes. 


Here Are the Results 
a. A 


staffing is maintained. Supervisv 


(Continued on page 54) 


control over the sto: 
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How Hemnporary 


is your “temporary” help? 
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You know from experience that it’s usually 
not temporary at all... that almost invariably 
it becomes a permanent boost in your current 
operating expense. 


For the day is past when the problems of office 
operation could be met profitably with stop- 
gap measures. The increased tempo of today’s 
business demands modern methods and equip- 
ment. It requires mechanized efficiency to keep 
your office payroll stable. 





With the proper machines for each job, your 
personnel can do their work much faster with 
less effort. There’s less need for emergency 
hiring even during peak periods. Up-to-the- 
minute data and figures are on your desk when 
you reach for them... overtime is pared toa 
thrifty minimum. 


Why not call in your local Burroughs repre- 
sentative today for a discussion of your office 
problems? Burroughs Adding Machine Com- 
pany, Detroit 32, Michigan. 


MARK OF SUPERIORITY 
1% MODERN BUSINESS MACHINES 


WHEREVER THERE’S BUSINESS THERE’S Burroughs —B 
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How Fraud Can 
Be Prevented 





A study of fraud cases indicates that about 90 per cent 


of them are due to deficiencies in the system of in- 


ternal check. A Price, Waterhouse & Co. executive 
tells how these defects can be virtually eliminated 





N EMPLOYEE of a real-estate 

firm in Alabama, living beyond 
his means, dipped into his com- 
pany’s funds to make up for the 
deficit. The theft was not dis- 
covered for a long time because 
the man was a trusted employee, 
and the company had complete 
confidence in him. An audit had 
not been made in months. 

The branch manager of a food 
company in Mississippi recorded 
payments of delinquent accounts 
in the accounts receivable ledger 
although they were not actually 





made. An audit revealed the 
shortage and the man confessed, 
saying that he “wanted to make 
a good showing.” The company 
ended up with a loss of $29,000. 
In New York an assistant office 
manager of an association of 
credit men defrauded his company 
of almost $10,000 by purchasing 
stamps with checks drawn to his 
order. He spent less for the stamps 
than the amount of money he 
drew, and his dishonesty wasn’t 
discovered until a stamp machine 
was installed. The man _ had 




















Many embezzlers were honest and hard-working employees until temptation 
came their way. Then they ‘‘borrowed”’ and got in too deep to make refunds 
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started with the association |6 
years before as an office boy. 

A cashier of a motor company 
in Wisconsin had worked for iis 
employers for 16 years when a 
fraud was uncovered. The cown- 
pany lost more than $8,000, the 
man lost his job and his wife (she 
divorced him) ; and his daughter, 
who had been in college, became a 
waitress in a restaurant. 

These are only a few true stories 
from the files of United States 
Fidelity and Guaranty Company. 
They clearly show, however, that 
the same thing can happen to any 
company unless precautions «are 
taken, and they indicate that the 
average 
“typed.” 

In fact, the composite embezzler 
makes a comfortable living, is 
married and has a car, has plenty 
of friends, and generally |ius 
reached his _ position 


embezzler can’t be 


through 
honesty and hard work. When 
temptation comes his way, how- 
ever, he often can’t resist “b 
rowing” a small sum. He gets in 
deeper and deeper and realizes \c 
can never pay off. Then he mig’: 
confess, skip town, or blow out his 
brains. 

The embezzler might have 
spendthrift wife, sick children, © 
there may be another woman. Th« 
again liquor or gambling could b: 
the excuse. But whatever reasoi 
is given, the thief always planne:! 
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HIPMENT AFTER SHIPMENT, month 
after month, Ozalid materials are 
in balance! 


Ozalid operator’s time is spent in feed- 
ing material into the machine, rather 
than testing, retesting...then starting 
all over! ...to learn the differing char- 
acteristics of each new package of sen- 
sitized material. 
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In addition, Ozalid materials show 
scrupulously maintained superiority. 
Scientific tests on every batch of Ozalid 












They are constant in printing speed, 
in reprint speed, in image color and 
image density, and in dozens of other 
characteristics which give peak effi- 
ciency to an Ozalid operation. 











This uniformity means that the 


NOTE TO NON-USERS OF OZALID: 


1s Do you know the story of America’s Simplest 
ity Business System? Ozalid duplicates anything 
has drawn, typed, or written in as little as 25 sec- 


onds! Ask for FREE booklet outlining the 
many ways in which Ozalid can save you time 
and dollars. Consult your classified directory 
or write to... 


fit OZALID Johnson City, N. Y. Dept. 35 
A Division of General Aniline & Film Corp. 
“From Research to Reality” 
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Month after Month— 
UNIFORM! 


materials assure an ideal balance of 
physical strength, higher resistance to 
fading, covering power, and keeping 
qualities unmatched by any other 
diazo-sensitized materials. 





Ozalid’s continuous laboratory control 
comes free with every package of 
Ozalid materials! And—Ozalid’s nation- 
wide technical organization is ready to 
help you in any part of the country. 





DON’T COPY!...USE OZALI D! 








to pay back the money some day. 

These losses are estimated by 
the Continental Casualty Com- 
pany to run about $500 million 
annually. Continental further es- 
timates that 7 per cent of business 
failures are directly attributable 
to dishonesty on the part of one 
or more employees. 

The problem to businessmen is 
how to prevent these losses. It is 
generally conceded that insurance 
and periodic audits are necessary 
and that careful selection of em- 
ployees is essential. In addition, it 
is a good idea to insist that all em- 
ployees take regular vacations. 
These precautions, of course, are 
taken by most companies, but a 
system of internal check is an ad- 
ditional safeguard—if the system 
is not riddled with defects. The 
internal check is set up to make 
sure that no part of the business 
is completely controlled by one 
person or a_ small group of 
persons. 

Joseph Pelej, partner of Price, 
Waterhouse & Co., has statistics 
showing that 90 per cent of fraud 
cases included in a study could be 
traced to deficiencies in the system 
of internal check. Because of these 
deficiencies, employees were able 
to embezzle unaided and without 
being immediately detected. 

To eliminate such defects, Mr. 
Pele} believes certain features are 
essential in any system of internal 
check. These can be divided into 
four basic parts: 

First of all, it is just as im- 
portant that departments have 
their duties divided as it is for 
employees. In this way an individ- 
ual employee or single department 
will never have complete control 
over a transaction. Charts are 
helpful in allocating duties, and 
they often bring to light oppor- 
tunities for irregularities. 

A good illustration for this con- 
centration of duties was the recent 
case of a cashier of an industrial 
organization who defrauded his 
company of almost a million dol- 
lars in less than a year. The 
cashier prepared the disbursement 
checks and also handled the signed 
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checks prior to mailing, and recon- 
ciled the bank accounts. The man 
was bonded, but the loss amounted 
to over 80 times the amount of 
the bond. 

Mr. Pelej’s second point is that 
the established safeguards must be 
distributed to cover all important 
phases of the company’s opera- 
tions. Guarding the cash is ob- 
viously important, but inventories 
‘an be easily converted into cash 
and they must be watched closely. 

The third point is to make sure 
the essential safeguards are as ef- 
fective as they are intended to be. 
If not carried out properly, the 
soundest measures can be useless. 
To illustrate, Mr. Pele) cited the 
case of a company that required 
all undistributed pay envelopes to 
be turned in to the general office 
by his paymasters. A timekeeper 
from one location always sent a 
messenger 2 or 3 days after pay- 
day to pick up envelopes for em- 
ployees who were supposed to be 
waiting for them in his office. 
Eventually it was learned that 
some of the employees didn’t exist ; 
the timekeeper was padding the 
payrolls. 

On the other hand, according to 
Mr. Pelej, there are very few com- 
panies that do not fully recognize 
the importance of canceling docu- 
ments supporting disbursement 
checks to make sure duplicate or 
fraudulent payments aren’t made. 
And yet, this practice is often in- 
effective because the cancellation 
is effected at the wrong time, in the 
wrong place, by the wrong man. 

Cummins Business Machines 
Corporation has numerous records 
in its files of frauds that were 
perpetrated through the double 
payment of invoices. In some in- 
stances, mere erasures made it 
possible to send the _ invoices 
through for a second payment. 
Even the adequate cancellation 
made by a perforating machine 
could be ineffective unless made at 
the proper time and by the proper 
people. 

Mr. Pelej’s last point is that 
employees should be carefully in- 
structed so that they understand 














the significance of the work as- 
signed to them. They must be made 
to realize the serious defects that 
can result if prescribed procedures 
are not followed. Manuals have 
been used effectively in many com- 
panies, but here, too, if they are 
not properly prepared and proper- 
ly used, they are wasted time and 
effort. 

These safeguards, according | 
Mr. Pelej, are not expected 
protect the company against 
regularities made possible by « 
lusion involving several persons in 
or out of the organization. ‘I'\e 


possibilities of such fraud were 
graphically illustrated a few yerrs 
ago when the top executives of a 
wholesale drug company fleeced 
their company of millions of dol- 
lars. Even the various safeguari|s 
mentioned above are often in- 
effective if the boss and his top men 
are working together to defraud 
the company. But in most casvs, 
an embezzler will be detected in a 
short time if the safeguards are 
properly used—at the proper tinic. 





Key Factor 


HE national birth rate, often 

regarded as a key factor in the 
success or failure of competitive 
private enterprise economics, sceiis 
to have somewhat reversed itsclf 
during the last 2 years. During 
the past 8 years, the National 
Industrial Conference Board ‘c- 
ports, the of the 
United States has increased by !1 
per cent as compared with only 7 
per cent during the thirties. 

This population grow). 
amounting to more than six mil- 
lion persons from July 1946, ‘: 
July 1948, could be a_ serious 
weight on the economy as a.whol 

The birth rate appears to hay 
followed business conditions fair! 
close with its postwar peak a 
tually occurring in December 1946 
and falling erratically from tha 
time. October 1948 recorded 25.4 
per thousand, compared with th 
high in 1946 of 29.5 per thousanc 


population 
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Whatever you look for in a filing cabinet... 










































Per cent return on investment! Labor-saving efficiency! Aristocrat’s Whandsome appearance! Aristocrat's 


a Aristocrats are setting new records for long ease of operation helps clerks get more work GRAY-RITE finish brightens any office. 
ed trouble-free life and low maintenance costs. done, inspires accurate filing. Finger-tip Gives that “decorator look” harmonizing 


years of practical office use. it, moves follower block. 


oa iT WILL PAY YOU TO LOOK INTO THE 
i | REMINGTON RAND Aristocrat 


Many of America’s biggest corporations have standardized on 
Aristocrat for every filing purpose . . . because it costs less 
in the long run! Hidden engineering features give more real 
_ value for the money invested. More filing efficiency. More 
years of service. More flexibility in filing accessories. Now 
production factors permit prompt delivery on the best file 
made in the world today—the file that saves you money for 











J. | They outperform all other makes of files in pressure unlatches drawer, opens and closes __ with any color. Handles and other hardware 


in pleasing satin finish aluminum. 


‘Prompt deliveries now! 
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Adjustment Indicated, 
But No Recession 





Despite a few ominous clouds that have gathered along 
the business horizon, the outlook is still bright and 
hopeful. Production will have to be geared to current 
demand, and no collapse of this demand is apparent 





By Robert ms Melhvene 


Economist, Stein Hall & Company 


HE first 6 weeks of 1949 saw 

a steady intensification of all 
the downward-pointing pressures 
of late 1948. Unemployment has 
risen to more than 2.5 millions—a 
million more than a year ago. Part 
of this was the usual seasonal slow- 
up prior to spring construction 
activity, but many layoffs are the 
result of cut-backs in production 
from industries which have been 
turning out goods in excess of 
demand. Meanwhile other indexes 
—cotton consumption, agricul- 
tural prices, order backlogs, even 
the cost of living—indicate a 





Robert L. Heilbroner is economist for 
Stein, Hall & Company, New York 
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slackening tempo of production 
and sales. 

The long-expected readjustment 
has finally come. And business is 
disturbed, despite reassuring state- 
ments from government officials. 
Management executives who 6 
months ago were talking about 
the need for a healthy shake-out, 
today wonder if they are not get- 
ting more than they bargained for. 
Fortune’s Executive Forecast for 
the first time points “down.” Wall 
Street continues to disregard past 
performance and to view the fu- 
ture with a jaundiced eye. 

This cautious and even pessi- 
mistic appraisal of the business 
outlook is fortified by many recent 
developments. Backlog demand, 
which was responsible for much of 
the momentum of production the 
past 3 years, is fast melting away 
or has already disappeared. In the 
retail field this is particularly 
noticeable; our steadily mounting 
total of retail sales in 1947 and 
1948 was largely accounted for 
by demand for consumer durable 
goods—automobiles, home furnish- 
ings, building materials, and so 
forth. Beginning with the fourth 
quarter of 1948, however, sales 
have lagged in all consumer 
durables except automobiles. Even 





here the edge has been taken of 
demand. The trend of sales con- 
firms the common-sense judgment 
that consumer pipe-lines are no 
longer empty. 

Nor are business worries con- 
fined to developments in the retail 
sector of the economy. Other i:- 
portant areas are also beginning 
to sag. Officials in our steel com- 
panies warn that a balance |i- 
tween supply and demand is just 
around the corner for this basic 
commodity; production has in- 
creased but demand is showing 
signs of easing off. Equally sig- 
nificant, our export markeis, 
despite ECA, show evidence of 
shrinkage. In 1947 our overseas 
sales absorbed $14.4 billion of our 
goods and services; in 1948 the 
market was smaller by more than 
$1.5 billion, and the outlook for 
1949 indicates a further decline of 
as much as $2 billion. 

With these and other signposts 
of trouble ahead it is little wonder 
that the businessman is doing some 
heavy thinking about the future 
of business. High-priced inven- 
tories, uncomfortably thin work- 
ing capital, high break-even points 
are worries for almost every 
United States corporation. If we 
are heading for a slump of any 
depth or duration, these factors 
are going to present manageme)) 
with more problems and _ ss 
flexibility in readjusting to 
shrinking market. 

But before we furl all sails ai 
batten down the hatches for 
hurricane, let us take another lo 
at the threatening weather on t \¢ 
horizon. 

A careful analysis of the situ 
tion does not lead to the conc'::- 
sion that we are in for a drast\ 
or a long drawn out reduction ©! 
our prosperity; it does indica! 


+ 
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iene i's ate Cdson Veicowrilr... 


ils the onty disc-lypre fice dictating tnitiument with 


ar-Tuned Jewel-Action 





THE DISC EDISON 
VOICEWRITER 


What does Ear-Tuned Jewel-Action 
mean? It means the dictator’s voice 
is “tailor-made” so that a secretary, 
when transcribing, hears every word, 
clearly, the first time. 

It means that your secretary can 
increase her speed and accuracy, 
organize her work better, be a real 
executive assistant. 

It means that you can dictate 
more rapidly, in your normal speak- 
ing voice, knowing that Ear-Tuned 
Jewel-Action makes even the hard- 
est-to-record syllables easy to hear 
and understand. 

It means that you have, in the 
Disc Edison Voicewriter, an office 


dictating instrument engineered to 
the same high quality standards as 
other famous Edison products. 

In all, the Disc Edison Voicewriter 
has 19 exclusive features . . . features 
which Edison has found, through 
half a century of research, to be es- 
sential for convenient, efficient dic- 
tation—full and complete enclosure 
of the instrument, speed control, 
simplicity of operation. 

But the important fact is that now, 
whichever method of dictation fits 
your office requirements best, Edison 
offers you Ear-Tuned Jewel-Action 
in your choice of cylinder-type or 
disc-type dictating instruments. 





- aman Q.Edivon 


Only the EDIPHONE MAN brings you the exclusive advantages of Ear-Tuned Jewel-Action. 
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Phone “EDIPHONE” in your city, or 
write Thomas A. Edison, Incorporated, 
West Orange,New Jersey. In Canada: 
Thomas A. Edison of Canada, Ltd., 
Toronto 1, Ontario 








that we are due for a substantial 
readjustment from our postwar 
inflationary boom. It is essential 
to differentiate between a read- 
justment and a recession. In a 
readjustment we are forced to 
gear our production down to that 
level which will satisfy current 
demand, and we must cut back 
production which has largely gone 
toward filling up vacuums of de- 
mand inherited from the war. In a 
recession we face not only this 
readjustment, but also a down- 
ward revision in the level of na- 
tional current demand itself. 
Despite the drying-up of back- 
logs there is no visible reason to 
fear that 1949 entails a signifi- 
cant decrease in current demand 
for the nation’s goods and serv- 
ices. All demand, whether for 
turbo-electric generators or for 
clothespins, arises from eaxpendi- 
ture. Unless consumer, business, 
and government expenditure as a 
whole is to be smaller in 1949 than 
in 1948, there will not be a major 
decrease in demand. What is the 
over-all outlook for each of these 
faucets of expenditures? 
Government expenditures are 
scheduled to increase over the com- 
ing months. The President’s 
Budget Message estimates that 
cash payments to the public in 
1949 will’ be $44.3 billion; some 
$7 billion larger than in 1948. In- 
dividuals will receive $2.3 billion 
more in cash payments, and 
government disbursements to 
business will rise by about the 
same amount. The rest of the in- 
creased spending will be for for- 
eign aid and for state aid. All 
these dollars will eventually add 
to the demand for the products of 
farm and industry. This cushion 
of government expenditures sets 
a floor of demand under our busi- 
ness structure equal in dollars 
(although much cheaper dollars) 
to our entire national output for 
1932. In addition to spending 
more, the government will be re- 
ceiving less; its budget will be 
nearly balanced and it will not be 
absorbing and sterilizing purchas- 
ing power as the government has 
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done in our period of inflation. 

The second critical area of ex- 
penditure is business capital in- 
vestment. We have been sustained 
at our high national levels of pro- 
duction to a considerable extent 
by the dynamic program of new 
plant and equipment expenditures 
which has pumped over $18 billion 
into our income stream in the past 
12 months alone. Although this 
driving force of the economy is 
losing some of its steam—like con- 
sumers, many businesses were re- 
stocking and replenishing their in- 
ventories and their physical assets 
—much remains to be done. The 
Association of American Railroads 
has announced that the railroads 
intend to spend $364 million on 
additions and improvements in the 
first quarter of 1949 alone, $100 
million more than they spent in 
the first 3 months of 1948. The 
most recent survey on capital ex- 
pansion plans conducted by 
McGraw-Hill reveals that manu- 
facturing plants expect to spend 
$7.2 billion for new plants and 
equipment in 1949; $1 billion less 
than in 1948 but still a stagger- 
ing large expenditure. In addition 
the survey confirms the fact that 
expansion plans in_ utilities, oil 
production, and pipe-lines have at 
least 2 to 5 years to run. 

As far as the railroads are 
concerned, the additions and im- 
provements apparently are _ to 
counteract the recent slump of the 
industry, as reported by the As- 
sociation of American Railroads. 
Freight shipments are far below 
those of 1948 and 1947, and 
passenger traffic is estimated at 
10 to 14 per cent below the com- 
parable period last year. Such 
reasons as bad weather and in- 
crease in automobile traffic are 
given for the slump, which the 
association believes is temporary. 

An objective appraisal of the 
prospects for business spending 
for capital expansion reveals two 
trends: First, that total expendi- 
tures will decline over the coming 
year, but second, that such a de- 
cline will be gradual. There is still 
a great deal of strength left in the 











investment sector of the economy, 
To be sure, the decline in business 
will deter some investment, but in- 
creased competition and _ lower 
costs will spur other industries 
which have postponed expansion 
to put their plans into effect. 

Finally we must turn to con- 
sumer expenditure. Traditionally 
this is the most stable area of 
economic activity ; historically, ve- 
cessions have begun in the capital 
goods sector and spread to the con- 
sumer goods sphere, via layoffs in 
steel and construction and otiver 
durable goods industries. 

But in 1949 we are apt to find 
that our deflationary 
originates in the area of consunier 
expenditure. With cupboards end 
closets once again full, consunier 
buying will reflect current waits 
and needs, not past shortagis. 
Only in a few commodities 
mobiles and television outstandiig 
—is there still sufficient backlog 
to maintain something of a sellers’ 
market. 

The stepping-down of purchias- 
ing to the level consistent with 
current desires is perhaps the fore- 
most factor inducing the present 
softening in the tone of business. 
But we must remember that cur- 
rent needs of consumers are thie 
normal market for an industrial 
economy; capitalism has not in 
the past depended on backlogs to 
insure full production. With pri- 
vate investment still of consider- 
able magnitude and _ increasing 
government payments to offset | he 
shrinkage of our contracting in- 
dustries, consumers’ incomes will 


press! re 





auto- 


remain at or close to their current 
highs of $196 billion. 

As long as private investment 
does not collapse and as long «s 
government expenditures rise, “¢ 
can absorb the transition from «1 
inflated-backlog economy to a cur- 
rent-demand economy witho:it 
severe damage or large-scale u 
employment. Readjustment miy 
be a painful process and an wi- 
pleasant one, but it should not § 
interpreted as a first step in ti 
far more dangerous direction of \ 
major recession. 
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(Continued from page 9) 


tion is an attachment that 
separates carbons from the forms 
just before they go through the 
machine. 

These various examples give 
some idea of the better methods 
employed by the glass manufac- 
turer. But it is understandable 
that with about 1,500 orders 
covering almost 500 glassware 
items coming into Anchor Hocking 
every day, an efficient office system 
is necessary. 

The very nature of the glass 


business proves complicating to 


most systems of control. Anchor 
Hocking lists among its customers 
virtually all chain stores, includ- 
ing Woolworth and its 2,000 
stores, and Kresge and its 750 
stores. Shipments, however, gen- 
erally go direct to the store that 
needs the ware, and these ship- 
ments naturally vary in size from 
a few cartons to one or more car- 
loads. Size of the order, of course, 
cannot influence the date the 
order is shipped. 

Besides these syndicate orders, 
there are miscellaneous customers 





Anchor Hocking’s glassware products include vases, tumblers, jars, beverage 
bottles, ashtrays, and plateware. Streamlined methods have cut costs here, too 





Tub files with prepunched cards are used in the preparation of factory orders 
and in setting up the IBM punched cards that will be used as shipping labels 
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Better Methods Shatter Glass Company Costs 





who must be given the same quick 
service as the chain stores. 

Anchor Hocking’s better meth- 
ods of turning out paper work ap- 
parently are the answer to its 
problems of control. Consider one 
important report that is now a 
daily routine, but which would 
have been almost impossible be- 
fore: A tabulation of all orders 
received during the day. Every 
day at 3 p.m. item cards from 
orders for that day are sorted by 
ware number and a tabulation is 
run. Copies of the list are avail- 
able early the following morning 
and are used by the inventory and 
sales departments. Production 
schedules are made up from the 
lists and sales data are compiled. 

A part of the Anchor Hocking 
system that deserves credit is an 
old idea that has been given a few 
refinements. Tub files hold item 
cards for almost 500 glassware 
products, and each card desig- 
nates one or more cartons of a 
particular item. 

For example, suppose there was 
an order for 2 cartons of iced tea 
glasses, 8 cartons of ashtrays, 
and 150 
tumbler. One card, prepunched for 
2 cartons, would be pulled from 
the proper section for the iced tea 
glass order. Two cards, each) in- 
dicating 4 cartons, would be pulled 
from the proper section for the 


cartons of one type 


ashtrays. As for the 150 cartons 
of tumblers, a card prepunched 
with all the necessary information 
except quantity would be pulled, 
and the number would be key 
punched in place. Pulling multi les 
of numbers—such as 15 cards, 
each representing 10 carto1 
would be a less efficient method ‘or 
such a large quantity. 

In the normal order-writing 
procedure at Anchor Hockiig, 
these item cards are pulled ai‘er 
“heading” cards have been pulled. 
These “heading” cards are pre 
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Wheu 


all the kids sit on the floor around 


remembering . . . . friend of ours! 


in CALCULATING 


your chair . . . looking up, asking questions, listening, 


But your OFFICE OVERLOADS 





in TABULATING 


in TRANSCRIBING 


... those are Our Worries 


You see, we are completely equipped with 
smart and experienced and dependable opera- 
tors . . . with the finest of modern machines . . . 
to LICK your office OVERIloads. That’s our 
business. 


Lean on us. . think of us as your branch office 
no matter where you live. Call us. 


We’d do ANY kind of extra typing for you. 
We’d do calculating for you: find today’s wages, 
salaries, costs, profits, compared to last year’s; 
we’d do a modern inventory and keep it up-to- 
date; we’d find the buried, priceless facts in a 
questionnaire, audit or research; we’d analyze 
sales; get the figures and facts to guide a budget 
set naats if you’d 


<(Agjonunman 


THE NATION’S FOREMOST OFFICE OVERLOAD SERVICE 
WORKMAN SERVICE, INC., 109 N. Wabash Ave., Chicago 2 
CHICAGO «x NEW YORK CITY «x LOS ANGELES « MINNEAPOLIS « SEATTLE 





in TYPING 






punched and are used for printing 
the customer’s name and address 
and routing, plus any other spe- 
cific information. When IBM’s 
new tabulating machine was in- 
stalled recently, six of these 
“heading” card files were elimi- 
nated, since one card would do the 
work that formerly required three 
or more cards. 

These two cards, the “heading” 
and item cards, provide most of 
the information for tabulation of 
factory orders. Two other cards 
are used, however, an index order 
number card for indexing files and 
printing numbers on orders and in- 
voices, and a data card that is 
punched to print such variable in- 
formation on the order as date re- 
ceived, date to be shipped, cus- 
tomer’s and agent’s numbers. 

Factory orders are then tabu- 
lated. Frequent checks are made, 
of course, to assure accuracy, and 
as various steps that lead up to 
the actual tabulation are com- 
pleted, they are checked off on an 
order-writing operation card. 

Before copies of the factory 
orders are turned over to inven- 
tory clerks, the number of cartons 
of each glassware is totaled. With 
these figures, the inventory clerks 
can make their postings and can 
determine if enough glassware is 
in stock to fill all the orders—plus 
any back orders that are on hand. 

The billing setup at Anchor 
Hocking does not vary greatly 
from other systems. An invoice 
operation card is prepared for 
each car group of orders and 
travels with the forms and tab 
cards throughout all steps in the 
invoice procedure. As each step is 
completed, the card is initialed by 
the employee and dated, thus main- 
taining close control over the en- 
tire routine. 

After factory orders are sorted 
by order number, prepunched 
cards are pulled, including index, 
heading, data, item, and any spe- 
cial instruction tabulating cards. 
Freight, tax, and any extra 
charges are key punched in place. 
In cases where individual orders 
do not make up a full car load, 
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they are grouped with others in a 
pool car, and a car number card 
keeps them under control. 

The factory orders and cards 
then go to the tabulating depart- 
ment, and invoices and bills of 
lading are printed. After thorough 
checking, the invoices go through 
the “bursting” machine, and the 
eight parts are ready to go their 
separate ways. 

Preparation of the shipping 
labels is probably the most unusual 
step in the order-writing, billing, 
and shipping routine at Anchor 
Hocking. Minor obstacles in the 
system have been ironed out so 
that the procedure moves swiftly 
and efficiently. 

Item cards are pulled from tub 
files in the quantity of each ware 
to be shipped, and they serve as 
master cards. Label cards are 
gang punched from the master 
cards, producing such informa- 
tion as size of product, unit, color, 
ware number, and description. 
This information is then inter- 
preted into letters and figures. 

While this material is being re- 
produced in the label cards, the 
factory orders are used for col- 
lecting Addressograph plates. 
These orders are sorted in the 
same sequence as the plates. 
Plates and label cards are now 
ready to be processed through the 
Addressograph machine in_ the 
usual manner. Name and address 
of the customer are printed in 
position, and if additional facts 
are requested by the customer, an 
auxiliary printing head stamps the 
information without slowing up 
the process. 

The entire printing procedure 
is automatic, and a blank card 
with an opposite corner cut ad- 
vances the plate when each order 
is finished. Inserting these notched 
cards in the proper places is a 
simple sorting operation. 

Completed labels and a tabu- 
lated list of shipments by item and 
car number are forwarded to the 
shipping department. One label is 
pasted on each carton, and the 
cartons are loaded on cars or 


trucks. 





Here again is an illustration of 
how Anchor Hocking worked out a 
problem in the system. The label 
cards, of course, can have no glue 
base on them, since they must go 
through tabulating machines. The 
IBM punched cards (labels) are 
smooth and must be pasted on 
coarse cardboard cartons. Ordi- 
nary glue would not do the trick, 
and so a special formula had to be 
devised to make sure labels would 
not drop off in transit. A glue 
manufacturer cooperated, and 
eventually a satisfactory paste 
was made. 
Before 
streamlined 


Anchor Hocking’s 
method of labelin 
was put in practice, customers 
names and addresses were inked 
on the 


. WS 


cartons with stencil and 
brush. The old system was not 
clearly defined, the process was 
slow and often confusing, and 
many times the addresses were 
anything but neat. 

Other departments, of course, 
have methods that improve the 
quality and production of their 
particular glass products. But 
from the company’s emphasis on 
efficiency in the office, it is obvious 
that Anchor Hocking believes in 
promoting better methods here 
as much as on the production lines. 





How Systematic Can You Get? 


A recent incident in Chicago indi- 
dicates that manufacturers of 
filing equipment might be passing 
up some good prospects. 

Police captured a burglar, then 
went to his room for a routine 
search. They found a card file tliat 
listed every call the man had made 
in his nocturnal forays. He not 
only recorded the address of the 
person he called upon, but 
gave the date and other inforia- 
tion that might be essential in ‘iis 
follow-ups. In addition, he pos!ed 
results of his calls, indicating 
whether he was caught and whet!i- 
er he served any time. 

The card file has since been 
closed while inventory is taken ard 
the burglar serves a term in jal. 
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Day after day, this typist turns out 
almost twice as many statements, in- 
voices, purchase orders, as before. 
Office overhead is slashed. How? The 
dotted line does it. That magic dotted 
line holds together sets of Moore's 
continuous forms. Work flows in an 
unbroken stream through typewriter, 
billing or tabulating machine. 

Moore continuous forms bring 
assembly-line speed and economy to 
your office — save up to 95% of the 


Fanfold Billing 
hine Forms 


Continuous Register Forms and Registers 
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time wasted by old-fashioned methods. 


For a medium-size newspaper in 
Michigan, Moore designed continuous 
interleaved invoices that speed up the 
work and can save about $3600 each 
year in postage and envelopes alone! 


Your business can shave costs, too. Call your 
local Moore office—in over 200 cities, nearly 
everywhere. Or write any Moore factory: 
Niagara Falls and Elmira, N. Y.; St. Paul, 
Minn.; Denton, Tex.; Los Angeles and Emery- 
ville, Calif.; Salem, Oregon. Also sales offices 
and factories across Canada. 


Continuous Interleaved Marginal Punched 


Typewriter Forms 


Business Machine Forms 


OOREY 


BUSINESS FORMS, INC. 


The only national company that offers a complete 
range of modern business forms—THE RIGHT 
BUSINESS FORM FOR EVERY FORM OF BUSINESS! 


Speedisets for Fast 
Carbon Extraction 


Sales Books for 
Every Business Operation 





Trade Association Boosts Its 


(Continued from page 11) 


they find a shop that doesn’t 
measure up to the requirements, 
they report it to the membership 
committee. If a shop isn’t clean, 
isn’t orderly, paint is in poor con- 
dition, stock or delivery equipment 
are inadequate, or the member is 
accused of unethical business prac- 
tices, such as “crepe chasing” 
(soliciting funeral orders), the 
owner may escape with a warning. 
If he then fails to make corrections 
or improvements recommended, he 
is expelled. More than 50 of them 
were dropped last year. 

In 1948 for the first time, the 
association employed an outside 
organization to run a series of 
test orders; placing actual tele- 
graphic orders, then checking both 
ends of the transaction, and re- 
porting such matters as service 
and attitude of the sender, whether 
the customer got a_ receipt, 
whether the flowers delivered were 
of the kind and quality ordered, 
whether they were delivered prop- 
erly, whether they were in good 
condition, whether they were full 
value, and so on. 

All sales are backed by a 
guarantee of service and satisfac- 
tion. Any customer can enter any 
florist shop which bears the FTD 
emblem and order flowers sent to 
anyone, anywhere in the world, 
with full assurance that they will 
be delivered promptly, that they 
will be the kind he ordered, and 
that they will be in perfect con- 
dition. If he doesn’t know what 
kind of flowers to send, the florist 
is trained to offer expert advice. 
Members are asked to learn the 
purpose of sending the flowers in 
each case, so they may suggest 
the proper kind. If they are for a 
friend who is ill, for example, they 
ascertain the nature of the ail- 
ment, for the wrong kind of flowers 
in such case might do harm, rather 
than good. Then there are flowers 
for every occasion and the florist 
knows just what kind to send, 
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whatever the occasion may be. 

But the florist who takes the 
order for “flowers by wire” is not 
the one who delivers them, hence 
all members of the association are 
personally interested in every such 
delivery, for their own reputation 
and business depend upon satis- 
fying customers. 

Such being the case, it is much 
to their interests to have all mem- 
bers educated and trained in the 
fine arts of their trade. To this 
end, the association conducts 
schools of designing for members 
in various zones throughout the 
United States and Canada each 
year. Then at the annual conven- 
tion, the most notable event is a 
school and style show conducted 
by the outstanding florists in the 
country. 

Another educational medium is 
The FTD News, a monthly trade 
journal published by the associa- 
tion and sent to all members. This 
publication at present is running 
over 300 pages per issue, including 
a directory of members. Member- 
ship changes are so many and so 
frequent that this: directory is 
brought up to date every month, 
yet the association continues to 
grow and thrive. Editorial con- 
tents include articles about flowers, 
how to get more business, how to 
improve service, how to arrange 
displays, and related subjects. 

Soon after the American as- 
sociation was formed, members be- 
gan to receive occasional orders 
for flowers to be delivered over- 
seas, and eventually the service 
was extended to all parts of the 
civilized world. 

During the early part of World 
War II, the association prepared 
a gift catalog for servicemen at 
the request of the Army Post Ex- 
change, and about 18,000 of these 
orders were cleared during Christ- 
mas 1942. In 1943 the service was 
extended to the Red Cross, Salva- 
tion Army, and other organiza- 








Industry 


tions, and branches were estab- 
lished at various points overseas. 
For Easter and Mother’s Day 
1945 more than 670,000 orders 
for servicemen were cleared. Dur- 
ing the entire war period, about 
3,000,000 of these orders were 
processed. 

Following the war, florist «s- 
sociations in America, Great 
Britain, and Europe united and 
formed the “Fleurope Associa- 
tion,” an international organiya- 
tion with its own monetary stand- 
ard. All members of national «s- 
sociations in these countries «re 
automatically members of Intcr- 
flora, and there is a_ world-wide 
clearing house operated in con- 
junction with the American FT). 
The board of directors of Inter- 
flora consists of three members of 
each of the national associations, 
including Secretary-Treasurer 
John M. Besemer, general man- 
ager and secretary of FTD. The 
international clearing house lias 
processed more than 100,000 
orders, valued at about $600,000 
in the 20 months since it was es- 
tablished, Mr. Besemer said. 





Story with a Point 


HE Endicott-Johnson Corpora- 

tion has a new system of shiwe 

inspection that is a soft touch 
compared to the old method. 

The idea is to make sure 10 
random tacks are left in the shovs. 
Under the old setup, inspectors 
ran their fingers into the dim 
cesses and anything that stuck io 
them was removed. It turned ou! 
to be a sticky and unpopular jo’. 

The shoe company recently in- 
stalled a specially designed Ge: 
eral Electric fluoroscope that au- 
tomatically detects any stra} 
tacks. The old finger method wis 
eliminated, and efficiency in thie 
department soared to 100 per cent. 
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President 


1. Phineas P. Pop has to make hair-trigger de- 
cisions. But without fresh facts at his fingertips — 
sales facts, inventory facts, production facts — Phineas 
goes off half-cocked and his shots go wild. Modern 
McBee methods and machines would put the vital 
facts at point-blank range...without involving him in 
expensive installations or specially trained personnel. 


Comptroller 


3. Daniel Boom volleys and thunders because pay- 
rolls and fiscal reports are late and he’s under fire. 
Instead of blasting at the overworked girls in his 
office, Dan should aim his heavy artillery at the real 
culprits . . . obsolete record-keeping methods. Quick- 
on-the-draw Keysort cards would get those reports 
and payrolls out like a shot. Accurately, too. 


Sales Manager 


2. Sam Scattershot can’t draw a bead on the 
elusive facts about that salesman in District 37. And 
Sam’s figures completely miss the mark on Item #286 
— is it really going great guns or is it a dud? McBee 
Unit Analysis would give Sam at a glance the whole 
lock, stock and barrel story on every salesman and 
every item in every district. 











Production Manager 


4. Roscoe Derringer. . . hold it, Roscoe! Find out 
about Keysort first. Roscoe’s production schedule was 
a shot in the dark and now customer delivery is mis- 
firing! Seven machine operators aren’t operating; ma- 
terials are stacking up. Low-cost Keysort cards would 
show Roscoe sure as shootin’ what’s needed when to 
keep every machine working. 


easy to collect a wealth of data... 
classify it... file it... findit... use 
it... quickly and accurately. There’s 
a McBee man near you. Ask him to 
drop in. Or write us. 


fice can understand. Take Keysort, for 
instance. It is based on cards with 
holes punched along the edges. These 
pre-coded holes make the cards me- 
chanically articulate. They make it 


McBee puts accurate management facts 
on your desk when you need them. Does 
it at less cost than any other system. 
Does it with simple, flexible methods 
and machines that any girl in your of- 


=> 
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ce THE McBEE COMPANY 


Sole Manufacturer of Keysort — The Marginally Punched Card + 295 Madison Ave., New York 17, N. Y. Offices in principal cities 
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The dates show what an uphill 
battle it has been. The charter 
was granted on March 2, 1937, a 
notable date in Texas. It was on 
March 2, 101 years previous that 
the little band of Texans declared 
their Independence of Mexican 
rule, and Gonzales is known as the 
cradle of Texas liberty for it was 
here that the embattled farmers 
first gathered after the Alamo 
massacre. They 
Gonzales under Sam Houston’s 
iron leadership to San Jacinto 
and there gave Santa Anna and 
his Mexicans a licking that ended 
Mexican conquest in Texas. 

It required 3 years of fighting 
for Mr. Boothe to raise enough 
money to lay the cornerstone of 
the first building. This was the 
Gonzales unit, two 8-bed wards. 
The first patient arrived a year 
later in October 1941. 

The next building venture was 
quarters for doctors, nurses, and 
other staff members. He knew he 
could not get skilled people to re- 
main at his little hospital unless 
they were provided reasonably 
comfortable quarters. At almost 
every turn there were people who 
objected. North Texas people did 
not want to contribute to a South 
Texas institution. Doctors were 
afraid that too much emphasis 
was being put on the warm water, 
as doctors do not want to foster 
any idea that warm water is cura- 
tive. Other doctors wanted the 
place turned into a money-making 
venture, and still other people 
were sure that the project was 
bound to fail. 

Mr. Boothe went to Houston 
and talked with H. R. Cullen, well- 
known oil man and philanthropist. 
Mr. Cullen agreed to contribute 
$50,000 if other people in Houston 
would raise a similar sum for a 
Houston unit. They did. Houston 
and Mr. Cullen contributed $210,- 
000 for the Houston unit before 
it was completed. 


marched from 


40 


A Small-Town Merchant Fights Polio 


Then Mr. Boothe made another 
call on Mr. Cullen. “What do you 
need most?” Mr. Cullen asked. “A 
wheel-chair school, chapel, and 
theater,’ Mr. Boothe answered. 
Mr. Cullen wanted to know at once 
where he had ever seen one. “There 
is no such thing,” Mr. Boothe 
answered, “but we have one in our 
master plan.” Mr. Cullen gave 
$100,000 in the name of his two 
daughters for this unique build- 
ing, the first of its kind, where 
patients come to school, to church, 
or to the theater in wheel chairs. 
Texas enacted laws to enable such 
schools to obtain state recognition 
after Mr. Boothe’s ideas were 
proved sound. 

Next step was a trip to Ft. 
Worth where Mr. Boothe induced 
Kenneth Davis to offer a contribu- 
tion of $50,000 if the people of 
Ft. Worth would match it. They 
did—and more too, with contribu- 
tions totaling $114,000 for the 
Ft. Worth unit. 

The nurses’ and doctors’ resi- 
dences were built from donations 
from all parts of Texas. Operat- 
ing expenses are paid from dona- 
tions, many in small amounts. No 
child which the hospital staff 
thinks Warm Spring treatment 
can help is turned away for lack 
of funds. A Welfare Fund, sup- 
ported by donations, is used for 
this purpose. Right now other 
funds for crippled children, such 
as county organizations for help- 
ing crippled children, pay $10 a 
day for children they send to the 
foundation. Costs average about 
$14 a day. But the entire enter- 
prise is run on a business basis, 





careful costs are kept, and regular 
reports made. 

A representative board of direc- 
tors including some of the best- 
known, most skillful orthopedic 
surgeons in Texas administers the 
affairs and plans for the future, 
but Ross Boothe still directs near- 
ly everything and clings to his 





original idea of a nonprofit, chari- 
table institution for crippled 
children. Nine-tenths of the chil- 
dren who come to Gonzales Warm 
Springs are polio victims. For cx- 
ample, there was little Jerry Jen- 
dranzy from Goliad, Texas who 
came less than a year ago. He 
couldn’t walk, couldn’t eat. He 
was so weak he had to be fed from 
a tube. There seemed to be little 
hope for him. When the AmMeric,n 
Business reporter visited — the 
hospital in December 1948, Jerry 
was romping around, laughing and 
playing pranks just like any nor- 
mal child. Only a slight twist to is 
jaw revealed the fact that he had 
been near to death from polio. 

Little Judy Bearfield, a 3-year- 
old from San Antonio was so 
frightened, ill, and confused when 
she arrived that none of the dec- 
tors or nurses could do much for 
her. Finally one nurse won her 
confidence and today Judy is the 
sweetheart of the whole place. 
Many others have gone home cured 
in a matter of weeks. If the treat- 
ment is begun early enough and 
the patient is young enough, what 
seem like miraculous cures are 
effected. But Mr. Boothe frowns 
on any such word as “miraculous.” 
He points out that the warm 
water, in which the kids can re- 
main all morning, supports their 
pain-wracked limbs, so that they 
can exercise. 

There was one little boy who 
was sure he couldn’t walk. One 
morning while playing with a toy 
balloon he had received as a pres- 
ent, the balloon got away. The 
little boy wanted that balloon, 
forgot his aching limbs, and 
started walking through the warm 
water to recover it. That was tiie 
beginning of his cure. 

Gonzales Warm Springs Foun- 
dation for crippled children has 1's 
own brace shop in charge of Jolin 
Riehle who made the first braces 
for the late President Roosevel! 
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Whatever your business, Egry has developed 
business systems especially for you... systems that y A nny 
enable you to write records faster, more 

accurately and efficiently, and more economically. 

What’s more, they assure complete protection 

and control. And the time-, money-, and 

labor-saving possibilities of Egry Business 

Systems are nothing short of amazing. We'll 

be glad to prove these statements in 

a free demonstration. Write for all the 

facts. There is no obligation. 


Egry Elite Tru-Pak Egry Handipak—a Egry Universal 
Auditor portable register Speed-Feed for R 
typed records 


* 


DAYTON 2, OHIO 
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LOAFING? 


SHE’S KEEPING THREE AUTO-TYPISTS 
BUSY .. TYPING PERSONAL LETTERS 





The girl pictured here is operating not one but THREE of the most 
amazing business machines ever built. With these three machines she can 
turn out as many as 400 letters a day. Not form letters, but personal letters 
—each one completely and individually typed. Even that’s not all. In addition 
this one girl can type in by hand all necessary names, dates and other 
reference material that makes each letter as much a personal letter as 
though it had been hand typed from beginning to end! 


For Large and Small Offices 
No wonder office managers’ eyes blink with amazement at the drop in 
typing costs. No wonder tired typists sigh with relief when pneumatic fingers 
take the drudgery out of typing. It’s like magic to see one girl and three 
Auto-Typists easily “pour-out” repetitive typing that formerly required the 


time of six typists. 
Sample Letter—Free! 

But see for yourself. Clip the handy coupon to your letterhead and we'll 
send you an Auto-Typed letter that you can’t tell from one that a skilled 
stenographer types by hand. We'll also enclose an interesting illustrated 
folder that shows just how Auto-Typist works and how it saves countless dollars 
and countless hours of time for large and small business offices all over the 
United States. 

Before buying any automatic typing equipment, learn why Auto-Typist 
gives flexibility, speed and economy of operation not matched by any other. 


Send for these facts today. No cost or obligation—now or ever. 


the Auito-typist Dept. 33 


610 N. Carpenter St., Chicago 22, III. 


— lh 


THE AUTO-TYPIST, Dept. 33 











| RUSH 610 N. Carpenter St., Chicago 22, Ill. i 

1 Write to me on the Auto-Typist. Also send me illustrated circular that de- I 
Thi scribes your Push Button Model. All information is free and I am under no 

| s obligation. i 

1 Coupon Name... l 

| For Free Company.............. a ee a i] 

Facts pe 





City. soiltin Zone State. 
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The brace shop was necessary be- 
cause of the expense, delay, and 
poor workmanship in taking the 
children to nearby cities. When 
not busy on Warm Springs 
patients, Mr. Riehle makes braces 
for others. 

Business demands that the hos- 
pital be run on a business basis. 
On the books all patients are 
charged exactly the same, whether 
charity or from a wealthy family, 
as some are. The difference js 
made up by the welfare fund which 
is largely supported right now hy 
the generosity of Lykes Brothvrs 
Steamship Lines in Houston ai 
Frank M. Coleman of San Antoni: 

We asked Mr. Boothe what ‘he 
hospital needs most right now. 
“An enclosure for our outdoor 
pool so that the kids can use ii in 
bad weather.” (Bad weather a 
Gonzales is anything less than 
brilliant sunshine or temperature 
below 70 degrees, it seems.) He 
also stated that more quarters for 
professional personnel are bac|ly 
needed. 

The board of directors wiscly 
refrained from seeking American 
College of Surgeons recognition 
and approval before they were 
ready. With the coming of Dr. 
Peter M. Keating, a widely known 
orthopedic surgeon, as_ medical 
director in 1948, approval of 
Warm Springs Hospital by the 
American College of Surgeons was 
obtained. 

Today the hospital has a we'll- 
organized staff of nurses, doctors, 
and surgeons. Nowhere could c)hiil- 
dren receive better care; perhays 
nowhere else can they enjoy so 
much outdoor life, even though 
confined to wheel chairs. The 400 
acres of Palmetto State Park are 
open to them and here they 
spond much better than on the top 
floor of some big city hospital 
where so many crippled children 
must go for treatment. 

Ross Boothe thinks th 
Texans, with all their money and 
prosperity, should provide ti 
best for their unfortunate chi 
dren. And that is exactly what is 
happening at Gonzales toda) 
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--Helps America Run Its Business= 


Hiciently 


@ Valuable contributor to executive and clerical 
efficiency is Steel Office Equipment by Berger. 
These convenient, attractive units simplify the task 
of keeping business records and supplies instantly 
available when needed, yet safe and out of the 
way when not in use. 


The Berger name on steel office equipment is a 
familiar fixture in thousands of progressive indus- 
tries, institutions and public agencies. The vast 
Berger organization has completed some of the 
world’s largest contracts for standard and special 


office equipment. It closely controls every manu- 
facturing operation from the raw material stage to 
final fabrication . . . offers you the high quality, 
skillful craftsmanship and extra value that result 
from over 63 years experience in large-volume 
sheet steel fabrication. 


Your dealer will be happy to demonstrate Berger 
Steel Filing Cabinets, Transfer Cases, Plan Drawer 
Assemblies, Storage Cabinets and Book Shelf 
Units. Or, your letter will bring a prompt reply 
and full descriptive literature. 


BERGE R Manufacturing Division 


REPUBLIC STEEL CORPORATION e CANTON 5, OHIO 
OFFICES IN PRINCIPAL CITIES 


plan drawer 


5, 4, 3, 2-drawer steel transfer 
assemblies 


steel filing cabinets cases 
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EQUIPMENT 





Also steel shelving 
and lockers 


steel bo 
shelf units 


double door 
storage cabinets 





ECONOMY DRIVES 
Why and How 


To maintain volume under pres- 
ent market conditions, most 
concerns face the necessity of 
taking one of these steps—(1) 
reduce prices, (2) increase sell- 
ing costs, (3) reduce prices and 
increase selling costs. 


Rather than take the money for 
these purposes out of profits, 
executives are scrutinizing their 
methods of operation to dis- 
cover new ways to economize. 


We have assisted many manu- 
facturers, utility companies, 
banks and other types of busi- 
ness enterprises in setting up 
and conducting successful econ- 
omy drives. From our long ex- 
perience and numerous contacts 
in diversified fields we have ac- 
quired a fund of knowledge that 
is being used with profit by 
many executives. 


Our staff includes methods spe- 
cialists in all departments of 
business administration — pro- 
duction, marketing, finance, 
employee relations, office man- 
agement. 


A new booklet explaining our 
facilities and outlining our 28 
years of experience, together 
with names of prominent clients 
we are serving will be gladly 
sent to anyone requesting it. 


BUSINESS RESEARCH 
CORPORATION 


a Dept. 3AB, 79 West Monroe Street 
e Chicago 3, Illinois 
e Established 1920 
. Charter Member of The Association of 


Consulting M. E s, Inc. 
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Setting the Training Stage 


(Continued from page 15) 


Tony: “Pretty good, thanks.” 

Frank: “I haven’t been able to 
give you as much time as I would 
like, but Ed really knows how to 
break in our new employees.” 

Tony: “He really knows how to 
pack!” 

Frank: “I’ve a carton that just 
came back from the shipping. dock. 
It has your stamp and they say 
that the contents rattle. Do you 
happen to remember this one?” 

Tony: “And how! It had me 
stumped until I remembered that 
Ed told me that parts like this 
come through.” 

Frank: “I'll show you how it’s 
done.” 

Leaver: “Frank demonstrates 
the approved method for packing 
the part.” 

Frank: “Now do you get it?” 

Tony: “J sce, but that isn’t the 
way Ed showed me. I still say that 
I did it exactly the way I was 
taught.” 

That is all there is to our little 
drama. Now it is up to the leader 
in the group to take over and dis- 
cuss the case. 

First, the leader gets the group 
to agree that this was a valid case. 

Next, the group talks about the 
general tone of the whole event. 
Frank seemed to have a smooth 
approach and certainly was not 
offensive. He seemed to obtain 
straightforward replies as well. 

Was each opening of conversa- 
tion too slow, too abrupt? What 
type of stage was set? 

Frank set the stage for train- 
ing by giving a background of 
each man. He opened the correct- 
mg. interview rather rapidly by 
getting Tony’s reaction to the job. 

A. But just what is the main 
point of this case? 

A supervisor is responsible for 
any work that he delegates. It is 
essential that he follow up to see 
whether the delegated work has 
been carried out correctly. 

B. Subordinate points: 


1. In 


should assist the trainer in prep- 


training, a supervisor 


aration of training material. 

2. The trainer should be se- 
lected in line with his status in the 
group and in his ability to train. 

3. A trainee should know where 
to get information when in dou)ht. 
He should be encouraged to ask 
questions. 

4. The training process is never 
finished. In correcting errors we 
re-emphasize the original trainiig. 

C. How would you rate Frank 
as a foreman, his strength, iis 
weaknesses ? 

He seems to be a good foreniin. 
His method of talking with iis 
employees is effective. He acknowl- 
edges ability of good workers. He 
seems to be approachable. 

On the other hand, Frank does 
not seem to have any plan that he 
follows in training. He does not 
follow up to see whether assign- 
ments have been fulfilled. 

D. How does Frank know thiat 
Tony is learning? What basis 
should Frank have for assigning a 
work place to him? 

Frank does not know anything 
about Tony’s progress. He admits 
it himself. He should assign Tony 
a work place after he has assured 
himself that Tony has _ learned 
enough about the work. There is 
no evidence that Frank discussed 
Tony’s progress with Ed, nor |ias 
he inspected any of the completed 
work. 

E. Should Frank’s apology ‘o 
Tony (for not seeing him) ‘ll 
him that he is doing somethiig 
wrong? What is he doing wrony? 

Frank’s apology should se: 
as a strong signal. When a suj: 
visor has to apologize for his 
tions or feels reluctant to conta 
subordinate, he should know th 
something is wrong. At that tin 
he should try to analyze wh:' 
mistake he made so that he c: 
correct it in the future. 

In Frank’s trying to pass tli 
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entire responsibility for training 
off to Ed, he is not assuming any 
of his own responsibilities for 
training. 

F, Comment on Frank’s method 
of pointing out the errors. Should 
he indicate what might have hap- 
peued if the error had been passed 
by shipping? 

rank’s opening is good. He is 
trying to pin down the responsi- 
bility for the work. Tony easily 
might have denied that it was his. 
Frank is trying to correct an error 
and is getting that across to 
Tony. This is part of the training 
process. 

Frank could have indicated that 
there would have been a loss if 
breakage had occurred. He might 
even point to the current breakage 
with approved packing methods. 
It might serve as a stimulus for 
Tony to try to submit better ideas 
on packing. However, Frank 
should caution him against ex- 
perimenting without approval. 

G. Is there any apparent over- 
sight in Ed’s instruction? Should 
Frank explain to Tony what to do 
when in doubt? 

It seems that Ed had not made 
any preparation for new types of 
work. Tony should have been told 
to ask Ed for advice on anything 
new or to ask him to check any 
uncertain package. 

For an employee who has been 
on this work for so short a time, it 
would be advisable to sort all work 
so that the degree of difficulty is 
gradually increased. As a new 
type comes up, the new employee 
should receive further instruc- 
tions. Both Frank and Ed should 
tell Tony what to do when in 
doubt. 

H. Should Frank demonstrate 
or should he call Ed? 

If Frank considers himself 
skilled enough and is not out of 
practice, he can demonstrate the 
way. He can create respect for 
himself, and at the same time en- 
courage Tony to come to him with 
any problems that he might have. 

I. Should Frank call Ed in or 
should he have him discuss the 
error with Tony? What positions 
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Just touch the MULTIPLY KEY on a FRIDEN fully automatic 
calculator. ..learn what figure work efficiency will mean to 

your business. Thousands of users save time, money and 

effort through Friden Methods and exclusive fully automatic 
operation. For a demonstration on your own work on the 
easy-to-learn, simple-to-operate calculator, call your local 


Friden representative. Then try before you buy—the Friden way. 


Friden Mechanical and Instructional Service is available in approximately 250 
Company Controlled Sales Agencies throughout the United States and Canada. 


FRIDEN CALCULATING MACHINE CO., INC. 


HOME OFFICE AND PLANT « SAN LEANDRO, CALIFORNIA, U.S. 
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Whieh File 
of Papers 





IF YOU ARE NOT ACCO - Binding 
— Start Now! 


Rid your files of soft folders and loose filing, and enjoy the 


supreme binding service of 


ACCOBIND FOLDERS 


“ACCO-bound Papers are SAFE Papers” 


Accobind Folders of fine pressboard incorporate the ACCO Fastener of 
smooth pliable steel for the all-important safety factor. Each paper, 
punched and placed over the prongs of the ACCO Fastener, retains its 
proper place in the folder by date, number, or other required sequence, 
and is not subject to accidental loss or misplacement. 


The unique Accobind Transfer Feature enables the bound units to be 
withdrawn from the metallic holding device in the folder, to be placed— 
ready-indexed—in the transfer file. With a new Indexing Sheet and ACCO 
Fastener introduced into the slideway of the Accobind Folder, it continues 
on, year after year, to give you a supremely fine filing-binding service. 


Ask your Stationer to bring you this 
Acco-binding assistance. 




















ACCO FASTENER 


ACCO Fasteners are made in 30 styles and sizes for Loose Leaf binding 
ACCO PRODUCTS Incorporated, OGDENSBURG, N.Y. 














could Ed take? What would be the 
result of each of the positions? 

Since Tony really is still under 
Ed’s wing, Ed should be included. 
The correction interview will help 
Ed see what errors he has made in 
training. 

Ed could admit his oversigt, 
if it did exist, and gain the fried- 
ship of Tony, or: 

Ed could review what he had 
taught Tony so that he could sce 
the application and do the work 
correctly in the future; or Id 
could maintain that Tony hid 
done the work in a manner that hie 
would have done himself. 

J. Who was wrong, Ed or 
Tony? How can the final situat:on 
be rectified? Avoided? 

There is no way of finding wut 
at this stage, nor is there «ny 
need to fix the responsibility ‘or 
disciplinary purposes. Frank cer- 
tainly was wrong. 

The situation can be rectified 
by showing Tony the approved 
method and by explaining to him 
that he must ask questions whien 
he is not certain. 

So much for acting out the 
incident and the kind of questions 
used so that the conference mem- 
bers can get the most out of the 
whole affair. There are a number 


of advantages to using this 
method : 
1. The conferences move along 


rapidly, with a definite purpose. 

2. The specific questions force 
the various members to scrutinize 
actions that have been taken for 
granted. 

3. It helps members do some 
thinking in advance for situations 
that might arise. 

4. It makes members more ¢:!- 
scious of the number of times t!:t 
they make mistakes for which t!:-y 
apologize and of the mistakes of 
which they are unaware and, the" 
fore, do nothing about. 

Although we used a situation 1n 
the shop as our example, the sae 
method can be used successfu!'y 
to illustrate almost any situation 
for any kind of managemet 
training. 
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Thankful for 
Competitors 


(Continued from page 17) 


We believe it has sold many pairs 
of boots. Unquestionably, it has 
helped to sell boots for our com- 
petitors. We do not especially 
relish the idea of selling boots for 
competitors but we know that once 
a person begins to wear boots he 
will, sooner or later, buy a pair of 
Justin boots. 

In our industry there are 
several boot factories whose prices 
are considerably lower than ours. 
At times we have looked with envy 
upon the big sales volume chalked 
up by these low-price producers. 


But as we study the problem we | 


realize that these lower price 
boots are our best friends. People 


start wearing boots because they | 
can buy these low-price boots | 


without a large investment. They 
learn to wear boots because they 
can buy a cheaper pair of boots 
than we make. Later, as_ boot 
wearing becomes a habit with them, 
they become conscious of the 
higher quality, the greater com- 
fort, and the better values in- 
herent in a boot such as Justin’s. 
And that’s the time when we get 
their business. 

I suspect that many thousands 
of people who now own high-priced 
cameras started with a little, in- 
expensive box camera, then gradu- 
ally bought higher and _ higher 
priced cameras until they now own 
the most expensive cameras made. 
We know that many present-day 
Cadillac, Lincoln, and Chrysler 
automobile owners first bought 
Fords, Chevvies, Plymouths, or a 
used car. That is why we do not 
fret about low-priced competition. 
Certainly we do lose some business 
to the lower price brackets. There 
are undoubtedly people wearing 
low-priced boots today who might 
be wearing Justin boots. On the 
other hand, we have sold many a 
pair of boots to people who might 
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Want to make your 


advertising dollar 


go farther? 


Want to get your sales message across to more pros- 
pective customers . . . for less money? 


Want to hit them more frequently with attractive, force- 
ful advertising literature without wrecking your 
advertising budget? 


You can do all this . . . at low cost... with a Davidson 
Dual Duplicator . . . right in your own office. For in- 
stance, with your Davidson you can produce advertis- 
ing folders, booklets, mailing pieces, in one or more 
colors . . . with illustrations in halftone or line from 
photos or drawings. You can produce your own 
letterheads and envelopes, sales bulletins, form letters, 
price lists, post cards, blotters. You can imprint 
dealers’ names and addresses on your advertising 
literature. And all at a fraction of the usual cost. 


Of course, we're talking about quality work . . . adver- 
tising you'll be proud of . . . clean, sharp impressions 
... fine halftone work . . . excellent color register. 
And, remember . . . only a Davidson can give you ail 
this in one machine for only a Davidson provides both 
offset and relief duplicating. 


We'd like to tell you more about the Davidson .. . 
show you samples of the work it does. Write today 
... there’s no obligation. 


DAVIDSON MANUFACTURING CORPORATION 
1028-60 West Adams St., Chicago 7, Illinois 


Davidson Sales and Service Agencies are 
located in principal cities of the U. S., Canada, 
Mexico and abroad. 


DUAL DUPLICATOR 


DUPLICATORS + PAPER MASTERS + OFFICE FOLDING MACHINES - SUPPLIES 
A GENERATION OF EXPERIENCE IN THE MANUFACTURE OF OFFICE EQUIPMENT 





throwing 

your 

business 

in an 
incinerator... 


.. Lf you trust 


Safe, efficient Mosier 
Record Containers come 
in a variety of durable 
finishes to harmonize 
with your office. 


ORDINARY METAL FILES 
to protect any vital records 
against FIRE! 


Records have been burned! . .. Businesses have been 
ruined! ... Will yours be next? 

Fire insurance cannot be collected without proof of 
loss records. More important, you could not keep 
your business operating without essential ledgers 
and papers. So, don’t trust ordinary metal files 
that cremate records instantly in a fire. 

4 out of 10 businesses that suffer a complete 
burn-out never reopen. Don’t let that happen to you! 





HERE’S POSITIVE PROTECTION . . aa 





Mosler Insulated Record Containers. They provide 
constant, on-the-spot protection of a one-hour 
Underwriters’ Laboratories, Inc., Class C, tested and 
approved safe—plus the convenience of a modern, 
efficient filing system. Insulated receding door 
locks over file drawers. Fire just can’t get in... 
yet, you can have this invaluable protection at a 
surprisingly modest price. 

Why take chances? See your Mosler dealer now 
and be sure. Send for booklet ‘‘Mosler Insulated 
Record Containers.” 


ge Mosler Safe. 


Main Office: 320 Fifth Avenue 
New York 1, N. Y. 
Dealers in principal cities 
Factories: Hamilton, O. 
Largest Builders of Safes and 
Vaults in the World 





FILL OUT AND MAIL—TODAY! 


The Mosler Safe Co., Dept. A 

320 Fifth Ave., New York 1, N. Y. 

Please send me: 

(0 The new free booklet ‘Mosler Insulated Record 
Containers.” 

(J The Name of my nearest Mosler Dealer. 
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Builders of the U. S. Gold Storage 
Vault Doors at Fort Knox, Ky. 
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| booklet 








| never have begun wearing boots at 


all had it not been for the lower 
prices advertised by some of our 
competitors. 

We make it a point to be as 
friendly with every competitor as 
they will permit. Recently at a 


| big exhibit I went around to visit 
| with every other boot company 
representative. I went out of iny 


way to do this. I enjoyed meeting 
these men. I may have picked up 
some ideas from them. But ftiiat 
was not the real reason for iy 


|| visits. I wanted them to know a 
s | little more about our boots «nd 


our business. I wanted them to 


| feel friendly toward us and, if j.0s- 


sible, to have them feel that we 
are all aiming at the same go: 
to create more boot wearers. 
Obviously we do not carry this 
friendship business to silly ex- 
tremes. We fight for our share of 
the business as hard as we kiow 
how. We are constantly warning 
every member of our organization 
not to become smug and self-satis- 
fied. This is a real danger today. 


| Some of our older salesmen espe- 
| cially seem content with the busi- 


ness they have and at times are 


| reluctant to go out and fight for 


new customers. 

Another recent activity of ours 
will help the entire boot industry 
almost as much as it helps us. It 


| is a little 24-page booklet called 


It’s Easy to Sell Justin Boots and 
Shoes. 

When we began distributing this 
several people warned, 
“This will help your competi!ors 
as much as it helps you.” Perliaps 
this is true. We are not sure. But 


the facts are that, aside from in- 


formation about several exclusive 


Justin features, the booklet will 
be just as helpful in selling a c:m- 
petitive boot or shoe as in seling 


| Justin’s. 


In the booklet are facts about 


| fitting boots and shoes that ap): 
| to any brand. We tell readers 


about the tools necessary to 


| boots properly and comfortal)\y. 


We urge dealers to provide a 


| measuring stick, boot hooks, t«:c, 


and boot stretchers. These tovls 
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are just as useful to competitors 
as to Justin. So what? We are 
trying to improve salesmanship 
of all boots, not only Justin boots. 
Because we feel this way: If a 
consumer buys a pair of ill-fitting 
boots and never enjoys wearing 
them or wears them only once or 
twice, that person will never be in 
the market for another pair of 
boots. But if the purchaser of a 
pair of competitive boots enjoys 
these boots, wears them constant- 
ly and finally wears them out, we 
have a fighting chance to sell Jus- 
tin boots when the time comes for 
him to buy a second pair. 

Our company began making 
Western boots in 1879. That’s 70 
years ago. Every company which 
has started making boots since 
then and failed has hurt the busi- 
ness. Every company which has 
started since then and been suc- 
cessful has been an asset to the 
business and has helped create 
more boot wearers. I think this 
principle applies to every indus- 
try in America and that is why I 
urge businessmen to “Thank God 
for Competitors.” 





Record System 


(Continued from page 21) 


number immediately shows the dif- 
ference, which will appear on any 
listing that is run. 

As a check on slow-moving mate- 
rials in inventory, a special wiring 
on the tabulator enables the ma- 
chine to list only those items from 
balance forward cards that do not 
show any consumption for a cer- 
tain period. This list is made up 
to show the description, part num- 
ber, cost code (giving an idea of 
the material’s value), and the 
balance in stock. Tabulating lists 
can also be made of all items in 
stock ranging over a certain value. 
These usually show the descrip- 
tion, part number, code, 
balance in stock, balance on order, 
balance of reservation, and balance 
available this year to date. 


cost 
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4 UARCO business form 


Just because you have 
many departments doesn’t mean you 
need many forms. Not at all! Uarco 
combines business forms so that one does 
the work of many ... serving all depart- 
ments. . . reaching everyone concerned. 

Not only that, but each department 
gets only the facts it wants—no non- 
essentials. No delays, no recopying— 
one writing does it all! 

See how you can combine your business 
forms. Call your Uarco Representative 
—he’ll make a complete survey of your 
needs at no cost or obligation. 


UARCO INCORPORATED 
Chicago, IIl.; Cleveland, Ohio; 
Oakland, Calif.; Deep River, Conn. 
Offices in all principal cities 


*for instance .. . One 
company selling radio tran- 
scriptions needs all these with 
each order: (1) box label, 
(2) shipper’s receipt, Railway 
Express Agency, (3) R.E.A. 
label with detachable de- 
livery sheets, (4) “abstract 
advice” for R.E.A. records, 
(5) shipper’s bill from R.E.A. 
UARCO combines them all 
in E-Z-Out Form. One form 

. Onewriting . . . copies 
detached in one swift motion. 


LA R x) Business Forms 


IN CORPORATEO 


NUOUS-STRIP FORMS SINGLE SET FORMS 


CONTI 
FOR TYPEWRITTEN AND BUSINESS MACHINE RECORDS 


AUTOGRAPHIC REGISTERS 
AND REGISTER FORMS 












ANNOUNCING 
_an improved , 
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@ Super-Filer, the mechanized filing equipment with 
the unique swing front, mechanically adds working 






space and produces an angle spread every time the 
drawer is opened. It provides at least 18% more pay- 










load per drawer. 






The new Self-Adjusting Divide-a-Files (three to a 


drawer) mechanically simplify almost every filing oper- 







ation. They break up the load in the drawer, hold the 






contents slanted to the rear for easy reading and mechan- 






ically maintain compression. They SELF-ADJUST 






themselves to changes in the volume of drawer contents. 






The improved Super-Filer with Self-Adjusting Divide- 






a-Files marks another milestone in the filing of office 






records. It reduces office expense by saving time, effort, 






money, floor space and actually cuts down comparative 






initial costs of filing equipment. Available now in 4- and 
5-drawer heights. Write for the name of our nearest 







branch or dealer. 







THE GENERAL 
FIREPROOFING COMPANY 


DEPARTMENT B-3 - YOUNGSTOWN |, OHIO 













There is a complete line 
of GF metal furniture — 
__ desks, tables, chairs, files 
F and shelving 
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OFFICES OF AMERICAN BUSINESS 


The remodeling job on offices of company executives had occasioned a 
lot of preliminary discussion, an officer of one of the larger midwest manu- 
facturing companies commented recently. Everybody had his own idea of 
how the offices should be fixed wp, and so did the decorators. It became 


- . : , : 
Office Ta ste obvious as plans were set up, revised, disapproved, and set up again that 


some individuals were not satisfied with the over-all decorative theme. It 
Is Im p Oo rt a nt was all right for somebody else’s office, seemed to be the attitude. The 
problem was finally solved to the great satisfaction of all concerned by 
having each office decorated according to its user’s taste—the corridor 
tieing all together with soothing pastel colors. Now officers have their 


favorite decorations and furniture, and can work with ease and comfort. 


Furniture to fit the taste and needs of the officer behind 
the desk—this idea is carried through the whole redeco- 
rating process at Illinois Watch Case Company. This large 
curved desk has many new features installed for President 
Allen B. Gellman. Accompanying furniture includes the 
custom-upholstered conference chairs, covered with green 
material designed to match the new features of decoration 
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President Gellman’s desk showing the use of some newly developed devices. Note slide for taking dictation on near end 
of desk and intercommunication unit swung into position on the executive's left. At the other end shelves with telephones 
are ready for use; motor-driven section in middle rear has been raised, bringing compartments and work light into view 


New Strides in Furnitur: 





Color design, rugs, and draperies make for an easy 
office air—the addition of some of the more efficient 
innovations in office furniture now capitalize on this 
mood and aid effective work and raise employee morale 





goat June AMERICAN Business 
printed a story with sketches 
about modern desks as designed by 
Henry Glass for Indiana Desk 
Company. The models were not ac- 
tually put into production, but 
were part of a research program 
to find out what improvements 
could be incorporated into desks 
to speed up work and make execu- 
tive tasks easier. 
Although these 


went into production, their basic 


models never 


52 


ideas have been incorporated into 
a de luxe desk recently installed in 
the newly remodeled office of Allen 
B. Gellman, president of Illinois 
Watch Company, Elgin, 
Illinois. Henry Glass designed the 
office and equipment, characterized 
styling and 


Case 


by contemporary 
many time-saving devices. 

The large curved desk is made 
of Tuja burl vencer and is sup- 
ported by 3-inch lucite legs. There 
is an unusual amount of leg room. 


Everything in the desk seems to 


pull out or rise up; pedestals have 
swinging shelves for telephones, 
intercommunication unit, and 
equipment, and = some 


stationary 


dictating 
drawers are while 
others swing out. Slides for taking 
dictation pull out from either end. 

A motor-driven section of the 
desk is raised on lucite supports 
and is controlled by a switch. ‘Ihe 
section contains an electric clock, 
calendar, compartment for ciga- 
rettes and cigars, lighter, «sh 
trays, fountain pens, work ligitt, 
and four pigeonholes for letters 
to be mailed, signed, read, or filed. 
The pigeonholes are open at each 
end so that letters can be insert«d 
or removed without disturbing 
Mr. Gellman. 

The center working area of tiie 
desk is covered with leather that 
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matches the natural tan upholster- 
ing of several chairs in the office. 
Near the president’s desk is a 
conference table that has a swivel 
top, permitting it to be turned as 


much as 180 degrees to accom- 
modate more people. The table is 
of the same material as Mr. Gell- 
man’s desk and has lucite sup- 
ports. Conference chairs—custom 
upholstered by Jack Glabman— 
are covered with green Grospoint. 

In another section of the office 
a sofa and easy chairs are ar- 
ranged for informal conversational 
groups. A glass-top coffee table 
with lucite supports is placed in 
the middle of the setting and 
matches a small showcase built 
onto one end of the sofa. One 
corner of the sofa is extended to 
serve as a secretary’s ledge for 
taking minutes of meetings. 

General features of the office 
include wall-to-wall carpeting in 
pale green, a product of A. & M. 
Karagheusian, Inc. Walls are 
teak Flexwood, and _ custom 
cabinet work was built by J. V. 
Sandberg Company. One wall has 
three large windows with Ben Rose 
draperies between them, giving the 
illusion of one continuous window. 

Illumination is provided by 
fluorescent and spot lighting built 
into the ceiling. The office, as well 
as the entire building, .is air con- 
ditioned by Carrier Corporation. 

The Illinois Watch Case Com- 
pany also has showrooms in Los 
Angeles and Chicago which were 
designed by Henry Glass. They 
feature unusual showcases for dis- 
playing Watch Case products, as 
well as distinctive lighting fixtures 
and furniture that was built for 
comfort and beauty. 

Mr. Glass is well known in his 
field, and lists among his jobs the 
designing of the famed Kling 
Studio building in Chicago. He 
came to the United States only 10 
years ago after studying architec- 
ture in his native Vienna. Working 
first with a furniture designer in 
this country, Mr. Glass opened 
his own offices in 1946, and since 
that time has served clients in fur- 
niture and other industrial fields. 
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Conference table to the left of desk. Top can be turned as much as 180 de- 
grees. Below, informal discussions are easy around glass coffee table 


General lay-out of the entire office gives a feeling of quiet assurance, below. 
Draperies, rugs, and venetian blinds contribute to a comfortable air 





The Three Key Forms in Personnel Records 


(Continued from page 24) 


must indicate whether each new 
employee is a replacement or an 
addition. If a replacement, he can- 
not place the new employee on the 
staff until the replaced employee 
has left. If an addition, the control 
record for his store is checked to 
make sure that he is staying within 
his staffing limits. 

b. Top management has a con- 
tinuous check on the wage and 
salary program. Salaries recorded 
on the form are checked against 
the minimums and maximums set 
for the particular operation. In- 
formation as to the date of last 
increase serves as an _ added 
control. 

ce. A clue to the supervisor’s 
ability to handle his employees is 
provided. This is the value of the 
section requiring reasons for any 
personnel change. Often a com- 
ment such as “uncooperative— 
couldn’t get along with others” is 


repeated over and over by the 
same supervisor. In several in- 
stances this has led to a review of 
the supervisor himself and his own 
ability to solicit cooperation and 
to get along with others. 

d. In a surprisingly short time, 


controllable and _noncontrollable 
turnover rates can be obtained. 
These turnover rates for both soda 
and drug departments in a store 
can be easily charted by district 
and by region for purposes of 
comparison and analysis. Train- 
ing in personnel practices in high 
turnover areas has cut the rate 
noticeably, and has saved the com- 
pany thousands of dollars. The 
turnover data appears on the 
vertical column on the right side 
of the form. This feature elimi- 
nated the old, time-consuming job 
of checking payrolls for termi- 
nated employees. 

e. One form for all changes has 
greatly speeded up _ processing 
time. Busy store managers with 
little time for paper work and in- 
sufficient office space have co- 
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operated in processing the new, 
streamlined form. 

f. The manifold feature has in- 
creased communication among 
stores, plants, regional offices, and 
personnel departments. Written 
approvals are obtained while the 
sheets are still intact, and appear 
on all copies when the form is 
separated and routed. 

g. The size of the form permits 
temporary filing in the Kardex 
file. In regions, during 
periods of high turnover, the per- 
sonnel-status form is folded and 
inserted in the Kardex. A person- 
nel-data card is then made out 
when the employee has been on the 


several 


payroll a reasonable length of 
time. 

h. The form serves to round 
out the individual’s employment 
picture, since it provides for in- 
formation that cannot be re- 
quested before the applicant is 
placed on the payroll. 


3. Personnel-Data Card 


In this particular system, visible 
Kardex cards constitute the most 
readily accessible, integrated, and 
complete unit of data recorded on 
an employee. Specifically, two 
types of data are recorded on two 
cards. The first is known as the 
personnel-data card; the second, 
the attendance card. 

The personnel-data card gives 
a complete history of the em- 
ployee’s performance. For many 
employees, progress is recorded 
from as far back as the early 
1900’s when the company was 
founded. It is a record clerk’s job 
in each personnel office to record 
changes daily. 

Current identifying information 
is provided on the face of the form. 
This is used when transfers or 
promotions are in order, when in- 
quiries come in as to the employee’s 
identity, and when emergency re- 
quests for personnel are made on a 
part-time basis. 


The second major division on 
the face of the card covers pre- 
vious employment, with space for 
the names of seven previous em- 
ployers, positions held, and length 
of service in each case. 

On the inside of the data card 
are three major sections covering 
test results, participation in train- 
ing programs, and changes in 
wage and salary rates. The reason 
for wage and salary changes is a 
particularly important column. 

These cards are printed in two 
colors to indicate sex. 

A visible insert duplicating the 
bottom of the data card and of the 
same color, is inserted into the 
Kardex pocket. This allows the 
card itself to be withdrawn with- 
out confusing the arrangement of 
the cards in the pockets. 

This insert is actually a sum- 
mary of all current information 
on the employee, coded so that 
many facts can be crowded into a 
minimum of The three 
series of numbers are particularly 
helpful. The series from 1 to 12 is 
used to flag the month the em- 
ployee is to receive his next per- 


space. 


formance review. 

On the back of the Kardex 
jacket to which the personnel-data 
card is attached, or on the back of 
the preceding one, the attendance 
card can be inserted. This card 
gives an accurate record of all 
racations, leaves, and absences 
(morning, afternoon, daily, weck- 
ly, monthly, and yearly) with the 
totals in each instance. A 4-y«ar 
attendance record can be recorled 


on one card. 


Here Are the Results 


a. Statistical research is great- 
ly simplified. A thousand visible 
inserts can be examined in 2 or 3 
minutes. For example, the task of 
collecting data for determining 
area- and job-classification ra'es 
becomes relatively simple. This in- 
formation appears in the visille 


AMERICAN BUSINESS 





( 
cen 
wit 
inf 
anc 
tio! 
fro 
suc 
e 
(di 
fro1 
che 
and 
may 
f. 
a 4 
avai 
or ¢ 
Rev: 
forn 
such 
g. 
of 

leave 
atte 
form 
fy 
are 

sonn 
com} 
form 
zatio 
limit 
Thei 
for | 
termi 
of tl 
devel, 
and 

stalle 
ficie, 


Ma r 


Is 


1 on 
pre- 

for 
em- 
rgth 


card 
ring 
“an- 
; in 


AsOon 


the 
vith- 
it of 


sum- 
ition 
that 
ito a 
hree 
la rly 
12 is 

em- 


per- 


rdex 
data 
“k of 
anee 
card 
f all 
Ces 
yeek- 
1 the 
year 
yrded 


reat- 
is ble 
or 3 
sk of 
ining 
raies 
is in- 
isille 


yESS 


insert so that the card does not 
even have to be opened. 

hb. Wage and salary informa- 
tion is readily available. Prior to 
labor negotiations current wages 
are carefully checked and figures 
are in the hands of the company 
negotiator in a few hours. This is 
invaluable from a planning stand- 
point. Analyses of salaries from 
the formation of the company to 
the present day are also possible. 

:- Where promotions and lay- 
offs are pending, a seniority list 
of as many as 400 names can be 
prepared for a district manager 
within 2 hours—a 3-day job 
under the old system. 

d. Union relations have been 
cemented because of the facility 
with which the unions can be given 
information on employees hired 
and transferred. State labor-rela- 
tions boards have also profited 
from the improved relations with 
such boards. 

e. Job-evaluation standards 
(different from store to store and 
from plant to plant) are regularly 
checked. Over and under staffing 
and violations of minimum and 
maximum rates are easily found. 

f. Attendance records covering 
a 4-year period on one card are 
available for any store manager 
or department head at any time. 
Reviews of an employee’s job per- 
formance are impossible without 
such records. 

g. Information on the frequency 
of sick 
leaves of absence recorded on the 


leaves, vacations, and 
attendance cards has helped in 
formulating company policies. 
The three forms described here 
are the hub around which a per- 
sonnel records system in a large 
These three 
forms can be adapted to an organi- 
zation of any size and with an un- 
limited 
Their design and the procedures 
for processing them should be de- 
termined by the particular needs 
of the operations involved, and 
developed after careful planning 
and experimentation. Once in- 
stalled, they are basic to an ef- 
ficient system of personnel records. 


company revolves. 


variety of operations. 
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Work-saver—remarkably fast automatic division cuts 
five steps to one...and this is typical of this newest 
Monroe Adding-Calculator’s many work-saving 
features ...so simple that even a new clerk, after 
just a few simple instructions, operates it like an 
expert... smooth, too, for Monroe engineers 

who pioneered Velvet Touch bring you a 

new triumph in operating quietness and 

speed. It's the new Monroe CST... sce it in 

action. Sold only through Monroe-owned 

branches and backed by a nation-wide 
factory-trained service organization. 

Monroe Calculating Machine 


Company, Inc., Orange, N. J. 


MACHINES FOR BUSINESS 





CALCULATING + ADDING - ACCOUNTING MACHINES 





My flu C 
looks brighter NOW | 


How E-M’s Rehabilitation Program opened 


new vistas to this young worker 


J 


te 


4/ 


Young Joe, at 17, was “pegging along,” 
working at the best job he could expect to 
get, after he was forced to assume a man’s 
responsibilities before he could finish high 
school. One day, he was horribly burned 
following a plant explosion which almost 
cost his life. Month after month in hed 
... transfusions . . . skin graft after skin 
graft... recovery discouragingly slow. 


But, like his fellow-workers, he was vov- 
ered by the Employers Mutual workmen’s 
compensation insurance his employer had 
wisely chosen. Joe got the benefit of 
excellent care during and after hospitali- 
zation. Under E-M’s Rehabilitation Pro- 
gram, he was helped to regain use of his 
arms and legs—slowly and painfully over 
two years, but thoroughly! Joe got regu- 
lar checks from E-M, checks which light- 
ened the load for himself and his mother. 
But that’s not the best! .. . 


During his prolonged period of inactivity, 
it was made possible for Joe to complete 
an extension high school course which 
will prepare him for a better-paying job 
than the one he held. Small wonder he 
faces the future with confidence—siall 
wonder he “thanks his lucky stars” that 
his employer selected Employers Mutual 
insurance! Joe found out firsthand \: hat 
thousands of employers, workers ind 
workers’ families have learned—that 
outstanding superiority of Employers * 
tuals business insurance stems from 
unsurpassed quality of E-M services! 


SERS ELMPLOVERS MUTUALS of WAUSz 


JEM 4 EMPLOYERS MUTUAL LIABILITY INSURANCE COMPANY OF WISCONSIN 
EMPLOYERS MUTUAL FIRE INSURANCE COMPANY 


Home Office: Wausau, Wisconsin ¢ Offices in Principal Cities ¢ Consult Your Telephone Directory 


Employers Mutuals write: Workmen's Compensation — Public Liability — Automobile — Group 
Health and Accident—Burglary—Plate Glass—Fidelity Bonds—and Other Casualty Insurance. 
Fire — Extended Coverage — Inland Marine — and allied lines, All policies are nonassessable. 
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Ennloyes ood MOD THM RELATIONS 


Andrew Carnegie, when asked which is the most important, capital, labor, or 
management, queried in return, ‘‘Which is the most important leg of a three- 
legged stool?’’ The Crescent Tool Company of Jamestown, New York, has gone 
even further: ‘‘America’s prosperity lies in big production—it’s up to all of us’’ 





Strike-Free Relations 
At Hickey-Freeman 
Explained 


A highly satisfactory 29-year strike- 
free relationship in competitive manu- 
facturing was described last month by 
the National Planning Association. The 
harmony between the Hickey-Freeman 
Co. of Rochester, New York, and the 
Amalgamated Clothing Workers of 
America, CIO, has resulted from de- 
terminations on both sides to make 
collective bargaining work. 

Contract clauses including the closed 
shop and automatic check-off have whole- 
hearted company support largely through 
the union’s long record of moderation 
and responsibility. The Causes of Indus- 
trial Peace study shows that industry- 
wide bargaining on basic wage levels 
and some other contract provisions has 
eliminated wage competition, often a 
company headache. 

The report emphasizes industry-wide 
bargaining and the closed shop (included 
in the present contract which does not 
expire until 1952). Hickey-Freeman, 
working in a highly competitive field, 
now relies on production and quality 
competition. Closed-shop _ relationships 
are regarded by management as essential, 
resulting in responsible union leadership. 

Troublesome issues of union recogni- 
tion, jurisdiction, ideological differences, 
class warfare, internal union politics, 
management prerogatives, and seniority 
are avoided. Thus both parties can con- 
centrate together on solving basic prob- 
lems of manufacturing. 

Important to the scheme is manage- 
ment’s post of labor department director. 
Taking the place of the usual produc- 
tion manager, this line official is primarily 
a labor-relations man, also charged with 
handling production, and thus avoids 
many normal production difficulties. 

Realistic union demands and union 
partnership in solving problems are im- 
portant to the smooth relationship, as 
are full acceptance of collective bargain- 
ing and private ownership, strong demo- 
cratic unionism, lack of legalistic ap- 
proach, concentration on day-to-day 
problems, line management responsibility 
for industrial relations, and widespread 
union-management consultation with 
hig! ly developed information sharing. 
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Ewing Galloway photograph capturing romance of technological development 
based on use of the wheel was used to illustrate ‘‘Service’’ article (See below) 


Cities Service Prints 
Serious House Organ 
Material 


Industrial editors have been urged to 
bring house organs closer to their read- 
ers by carrying more serious material of 
a useful or educational type. A well-as- 
sembled example of the latter kind of 
industrial editing appeared in a recent 
edition of Service published by the Cities 
Service Company for its employees. 

Entitled “Wheels of Progress,” the 
article is a highly successful attempt to 
give one of the basic facts behind modern 
technology an entertaining and educa- 
tional slant. Use of the wheel from early 
Greeks through its responsibility for the 
industrial revolution is sketched graphic- 
ally with anecdotes that could hardly 
fail to hold reader interest. Striking il- 
lustrations add to the attractive pres- 
entation and provide a striking showcase 
for the article, which otherwise might 
have attracted little notice from employee 
readers of the magazine. 


Aldens’ Kit Brings New 
Technique for Job 
Seekers 


A new twist to get interested em- 
ployees rather than hiring on an uncer- 
tain basis is currently in use by Aldens, 
Inc., Chicago mail-order company. A 
kit containing a copy of each of six 
pamphlets issued to employees in the 
course of industrial relations activities 
is sent to prospective college graduates 
in the area who will be looking for em- 
ployment after commencement. 

Only material in the kit that is spe- 
cifically designed for prospective em- 
ployees is a letter addressed to the 
student urging him to set some kind of 
employment goal with a progressive busi- 
ness, and a mimeographed checklist of 
some characteristics of business oppor- 
tunities. Aldens has excellent response to 
the kit, they report, since it has attracted 
many efficient, desirable new employees. 
The program has been made a perma- 
nent part of Aldens’ hiring policy. 
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Coke plant man Robert Franks tests 
plant air for harmful benzol vapors 


«py = 


£... 


One of the monthly foremen’s safety meetings held at the 
Inland plant. These conclaves push plant safety education 


Air must be clean. Samples are 
gathered, above; analyzed, below 


Safety at 
Inland 
Steel 


The great majority of industrial ac- 
cidents are not caused by faulty machin- 
ery or equipment. In most cases they 
are caused by human factors—by care: 
lessness, horseplay, or disregard for 
safety regulations. This is the idea of 
the safety program at Inland Steel Co., 
shown in pictures here. Industrial health 
and safety are stressed to the point 
where the accident rate is lower than that 
of the industry as a whole, which has 
one of the lowest industrial rates. Work- 
er health and safe working conditions, 
primary aim of the program, are pro- 
vided with methods shown here. 


Campaign sign, one of many posted 
by Safety Inspector John Kopcha 


Foreman passes safety education material to workers at an 
Open Hearth Mechanical Department biweekly meeting 


Most important steel plant safety measure is use of proper personal equipme:'t. 
Here new power department employee, Robert Suchanuk, is fitted with safety shoes 
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Suggestion System Use 
Boosts Moraie at 
United Airlines 


Interest of company personnel in pro- 
moting economy and _ efficiency has 
increased as a result of careful applica- 
tion of suggestion systems, according to 
United Airlines Vice President R. F. 
Ahrens. Last month he announced the 
1918 top-award winner, Captain J. H. 
Keeton, United pilot. 

Of suggestions submitted throughout 
the year cash awards amounted to 
$23,500, representing yearly savings of 
$235,000 for the air line. About 5,740 
suggestions were adopted. 

The system has not only proved to be 
a worth-while morale booster, but also 
has developed into a definite business 
asset, Mr. Ahrens showed. Value of sug- 
gestions to the company has_ been 
steadily rising. 


United Airlines Pilot, Captain J. 
H. Keeton, 1948 suggestion winner 


Profit-Sharers Favor Deferred Distribution 


Profit-sharing plans for workers have 
developed more in the direction of de- 
ferred-distribution plans in recent years, 
the National Industrial Conference 
Board claimed recently. A report re- 
leased by the board showed that 60 per 
cent of 167 plans studied were of this 
variety. 

Deferred-distribution plans differ from 
other profit-sharing ideas in that em- 
ployees’ share of the profits is deposited 


in an irrevocable trust from which em- 
ployees—or their beneficiaries—may re- 
ceive their shares at some time in the 
future. 

Employers feel profit-sharing 
aid in developing good employee rela- 
tions, worker interest in the business, 
efficiency, and lower turnover. Though 
unions generally object, about 8 per 
cent incorporated such plans in con- 
tracts they negotiated. 


plans 


Jersey Central Lines Pays Worker Study Tuition 


Evening courses in industrial relations 
for employees of Jersey Central Lines 
were started last month, with the rail- 
road paying tuition in a number of 
cases. Courses for labor and management 
men were offered by St. Peter’s Institute 
of Industrial Relations. 


ADVENTURES 





General Electric ‘“‘Atomic Comic” 
Points way in industrial training 
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In line with company policy, regis- 
tration fees were paid by the manage- 
ment for qualified employees who at- 
tended classes for management repre- 
sentatives. These included courses in 
management and human relations, Rail- 
way Labor Act, and the background of 
industrial relations. In addition the In- 
stitute conducted a Railroad Round 
Table for management and union rep- 
resentatives on a seminar basis. 


General Electric Shows 
Techniques to Help 
Communications 


Most recent in a number of surveys 
showing lack of important industrial 
training and communications has been 
released by the Labor Relations Insti- 
tute. Foremen, it shows, lack training. 

Working rules and regulations are the 
only point that management stresses to 
supervisory workers, the study indicated. 
Other information either received little 
attention or was too complex. 

Efforts to simplify literature basic to 
this type of training and to present 
facts attractively have made great 
progress. Highly technical material may 
be covered in comic-style form, as in 
the General Electric Atomic Energy 
book shown, or handbooks may be sim- 
plified and carefully illustrated. 





Check Your Personne! 
Forms Here! 





Sot RCE Boox 
Or Personne Form 
NF 


A Menus) F 





Which forms are necessary 
in your company—and are they 
adequate for the purpose? 


This SOURCE BOOK OF PER- 
SONNEL FORMS proevides an ef- 
ficient medium of comparison to 
help you judge your forms. You 
can see whether your forms are 
outmoded or even have illegal ma- 
terial (under the Taft-Hartley law). 

Maybe your company is using 
five forms where one would do. Or 
possibly you lack sufficient forms 
to maintain an efficient personnel 
department. 

You needn’t wonder what you 
should include in your forms. This 
book will show you clearly. It will 
tell you, too, when printed forms 
are necessary and when mimeo- 
graphed ones will do. 


The book shows samples of 170 forms 
conveniently arranged under 33 subjects, 
including absentee records, accident, appli- 
cations, requisitions, identifications, merit- 
rating, physical examinations, transfers, 
vacation cards, warning notices, etc. 


176 pages—loose leaf 81, x i! inches 





INDUSTRIAL RELATIONS 
WORK KIT—a book of ideas to get 
more efficient operation from your 
employees. Tells how new person- 
nel practices can raise production 
records. Nineteen new ways to 
meet problems and to boost the 
morale of your workers. 





84 pages, 8', x il inches $2.50 





, 7 DAYS FREE EXAMINATIONS: 


National Foremen’'s Institute, Inc. 
Deep River, Conn. 


Gentlemen: Enclosed find $...........++ l 
[] Bill me. 
copies of Source Book of Personnel I 
Forms @ $7.50. 
copies of Industrial Relations Kit 
@ $2.50. 
Name 
Company 
Address - 
City lc aicnting 
Nore: If payment is included with order, t 
postage will be paid. AB F 


Bae coe ome cme ene ee a ee el 
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Gray Company Proves 
SUGGESTION New Process Pushes 
SYSTEM Production 


A production plague was arrested 
TONICS oninilae by the eaatindins of a unique 
process in the machining of burred gears. 
Gear noise is recognized by every ma- 
Give your system more chinist as a drain on energy. Quiet-run- 
appeal with colorful ning gear boxes, increasing production 
posters changed weekly by lowering fatigue, have been a goal of 
under our low-cost sub- industry for some time. 
scription plan. Attrac- Careful manufacture of gears has 
tive modern-style cabi- always had the problem of burrs which 
— nets sold sepa- produce the energy-sapping noise. The 
ste fi usefulness of tampico brushes and com- 
rately. Write for pound in gear deburring has now been 
details, samples proved, according to reports released by 
and prices. The Osborn Mfg. Co. of Cleveland and 
the G. A. Gray Company of Cincinnati. 
Average gain in production speed with 
the process is estimated at nearly 600 
per cent. Brushing, in addition, rounded 


edges uniformly, blended tool marks, Deburring 11-20 cold rolled stem 


and gave gears a smooth surface. This salts quese with the now 
indication of the efficiency of power g oe 


brushing mirrors acceptance of the me- = 

chanical process for use in an important 

area of effective industrial relations. comes partially through the drop in 
Increasing acceptance of mechanical labor disputes and similar troubles that 

devices for improvement of working and result, but mostly from elimination of 

safety conditions in plants throughout day-to-day annoyances, such as energy- 

industry has been stressed in recent draining gear noise, that slow production 


P E R 5 Oo rN] N E L months. Progressive managements find time. 
production costs are materially lowered Industrial relations policies stressing 
MATERIALS COMPANY by the use of most of these devices mechanical improvements are expected 


Suite 1450, 333 N. Michigan Ave. which push employee satisfaction and to find their way into an increasing num- 
Chicago |, Illinois ease of working. The lowering of cost ber of companies. 
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A satisfied customer is our best advertisement 


You get a food service tailored to sugg 
meet the needs of your particular lead 
plant, when it is operated by Slater emp! 


System, Inc. Before taking over any | nt 


in-plant feeding operation, we make a why 
The INDUSTRIAL careful analysis to determine the vd 


service required for complete cover- 
FEEDING PROBLEM... pi art re 


solved by If the usual factory cafeteria is not ny 

adequate for the job, we recommend hae | 
SPECI ALISTS canteen, mobile canteen and other CIO 

auxiliary services. Specialists in in- He 
dustrial feeding since 1931, we are of t 
qualified and equipped to serve any unior 
industrial plant, large or small. from 
Included among the 90 industrial concerns Gool 
we are now serving are such companies So 
as: Colgate-Palmolive-Peet Company, The that 


B. F. Goodrich C , Luk Steel : 
SLATER SYSTEM, INC. Compete, “Radio Cuegentie of gy owe 
Lombard at 25th Western Electric Company and Westing- age | 


house Electric Corporation. $68.7. 
Philadelphia 46, Pa. 
P ' Write for a complete description of 


our service and list of our clients 
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Color, Food Policies 
Important to Plant 
Efficiency 


The average American factory worker 
does not eat three square meals a day. 
This startling disclosure, pointing toward 
a cause of low productivity, was made 
last month after a l-year study of 
200 manufacturing plants by Industrial 
Food-Crafts, Inc., New York in-plant 
feeding operators. 

Plants were studied throughout the 48 
states. Employment ranged from 300 to 
2,000 workers each. Color in both en- 
vironment and food itself plays a large 
part in increasing peace-time production, 
the study indicated. 

Of all employees questioned (96 per 
cent were men), 62 per cent ate three 


LABORS ANGLE 


meals daily and 38 per cent ate only two. 
Most popular meal to skip was breakfast 
(23 per cent) with lunch following (15 
per cent). 

After new scientific color designing, 
plants reported personnel morale and 
spirits better and absenteeism decreased 
(59 per cent), increased production (6 
per cent), fewer accidents (14 per cent). 
After campaigns increased the number 
eating breakfasts and lunches at plant 
restaurants, 72 per cent of the plants 
reported reduction in accidents, 69 per 
cent showed production increases, 21 per 
cent had fewer errors, and 41 per cent 
had less illness. 

Investigators also found that improved 
color arrangements of food in plant cafe- 
terias stimulated permanent growth of 
beneficial worker eating habits with 
resultant boosts to production. 


Fjpested foo the Labor Fac 











NOBODY WINS 


The great debate on the future of the 
Taft-Hartley law has finished. It was 
characterized, as might be expected, by 
extreme partisanship. Senator Taft prob- 
ably won the debate on points, but this 
didn’t make labor like the law any bet- 
ter, and Phil Murray seemed to get in 
the last word. Summing up the hearings, 
he said that after he had reviewed all 
of Taft’s concessions, it looked as if 
even the Senator from Ohio didn’t think 
much of his law. 

Senator Wayne Morse, during the 
squabble over the non-Communist clause, 
suggested that instead of asking labor 
leaders, businessmen, and government 
employees—the Senator was thinking of 
more than the Taft-Hartley law—to 
swear that they were not Communists, 
why not ask them to pledge loyalty to 
the United States. This suggestion ap- 
parently was lost in the partisan shuffle. 


THE WEEK GETS SHORTER 


There has been a lot of talk about the 
30-hour week and it looks as if the lum- 
ber industry may be the guinea pig. The 
CIO woodworkers will try to negotiate 
a 6-hour day in their next contract. The 
shortened workday was placed at the top 
of the bargaining list. According to 
union officials, many loggers only worked 
from 4 to 7 months during 1948. 


GOOD LABOR RELATIONS? 


Some unions are gloating over the fact 
that the only packer with a gain in net 
profits was Geo. A. Hormel & Company. 
Besides having an annual wage, the aver- 
age weekly wage at Hormel went from 
$68.75 in 1947 to $75.95 in 1948. 

Net profits of the Hormel Company 
went up 17 per cent while the profits of 
the big packers fell anywhere from 57 
to 106 per cent. An important reason for 
this, of course, was the costly 3-month 
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strike against the big packers. The unions 
don’t say how much their members lost 
in wages. 


MANAGEMENT'S ASIDES 


The CIO News picked up an article by 
the Cleveland Citizen which was based 
on an editor’s impressions from a meet- 
ing of 200 industrialists and insurance 
agents: 

“Many people in management seem to 
feel that working people are some sort 
of peculiar animal which thrive on tur- 
moil and delight in creating disturbances. 

“There are men in positions of author- 
ity in Cleveland industry who, off the 
record and in private conversations after 
the meeting, openly professed the belief 
that a union was only formed so as to 
serve as their particular cross to bear. . . 

“When an employer works with people 
as people, he has surprisingly little diffi- 
culty. When he gets it into his head that 
he is a little tin god, then he is only 
asking for trouble—and he invariably 
gets it.” 


“How can you expect more money, Williams, when our business 


a 5s downward!” 
— (CIO News) | 





A Winning 
Combination 


For office and plant health 


Columbia's 
Glyco-Master 
with Glyco-Cide 


Columbia’s Glyco-Master dis- 
penser with the NEW Glyco- 
Cide, containing 90% Triethy- 
lene glycol, is doing an effective 
job of fighting colds and reduc- 


ing absenteeism wherever it is 
installed report company and 
department heads everywhere. 
In addition, the Glyco-Master is 
an excellent deodorizer, ideal 
for use in offices, where smoke 
odors are prevalent, wash rooms 
and locker rooms. 





For the home or small 

office, the Glyco-Mas- 

ter Jr. is available. It 

gives the same effi- 

cient performance on 
a smaller scale. 

















Offices or plants containing 
air conditioning systems can 
now have a special Glycol dis- 
penser installed right into the 
unit. Designed by an outstand- 
ing air conditioning expert. This 
new machine is compact, flexible 
and tailor-made to your speci- 
fications. 


Write for complete details. 


2. Green Cross 
Tablets 


A sanitizing agent for dish- 
washing and restaurant equip- 
ment cleaning. Outstanding fea- 
tures include: 


® Quaternary Ammonium base. 


® Zero bacteria count on 
swipe tests. 


® No harm to hands or skin— 
no film on water. 


© Retains full strength even 
when water contains waste. 


Columbia Chemical Co. Inc. 


11 S. LaSalle St., Chicago 3, Illinois 




















Why Management Will Not Support a More Complete Personnel Program 








CAUSES 


SOLUTIONS 





1. Failure to Present Program Clearly. 
2. Lack of Fundamental Understanding of 
Industrial Relations. 


3. Management Does Not Appreciate Benefits. 


4. Lack of Confidence on the Part of Manage- 
ment in Personnel Department. 


5. Management Fails to Recognize Public 
Relations Benefits of Good Employee Rela- 
tions Programs. 


6. Personnel Department Is Not Realistic 
about Its Program. 


7. Personnel Program Is in Conflict with Com- 
pany Policy. 








. Clear,. concise, written proposal containing all supporting 


data properly organized. 


. A coordinated educational and sales program through suit- 


able media. 


. Cite tangible examples of savings in other companies. Show 


what it would cost if there were no program. Keep manage- 
ment informed about problems of turnover, morale, etc., 
and let it know what is being done about them. 


. Analyze reasons for lack of confidence and proceed from there 


Use consultant service. Strengthen personnel department 
from within. Revise program if necessary. 


. Cite other companies. Study morale surveys in other com- 


panies which have good public relations. 


. Proper analysis of company needs. 


. Start with those parts of program on which there is no con- 


flict. Sell balance of program on basis of primary results. 























































sales activity. 


Would You Like to Improve Individual Supervisory 
or Sales Performance? 


Personnel executives, in meeting competition, are finding that many of their 
supervisors can’t handle men; and that many of their best sales order 
takers are falling behind in order getting, and are losing out to the more 
intense competition returned with peace-time production. 


We have helped many concerns to solve these problems by salvaging 
supervisors and salesmen already on their payroll. Through the use of 
individual evaluation by psychological testing, we uncover specific weak- 
nesses of men who are poor supervisors and of men who have forgotten 
how to sell competitively, or who have never learned. With knowledge 
of their weaknesses, we build individual improvement programs for super- 
visors in many branches of industry, and for salesmen in all types of 


The results of many improvement programs have been outstanding. A re- 
quest will bring full information on the use of testing as a supervisory or 
sales improvement, as well as a selection aid. 


SADLER and ASSOCIATES 
PERSONNEL MANAGEMENT COUNSEL 


333 North Michigan Ave. 
ANdover 3-1607 
Chicago |, Ill. 


PSYCHOLOGICAL SELECTION—OCCUPATIONAL AND APTITUDE TESTING—VOCATIONAL GUIDANCE 
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The Office Management Workshop to be held April 19 to 22 at Rochester Institute 
will emphasize putting the most recent developments in office practices and pro- 
cedures to work in personnel administration, selection, and training. This month 
this department shows a novel employment testing system and other new items 








Bills, Punches Card 
At Same Time 


INVOICES and punched cards can be 
prepared simultaneously with the Syn- 
chro-Matic, an automatic punch elec- 
trically synchronized with a Remington 
Rand Bookkeeping Machine. The opera- 
tor simply posts billing information on 
the bookkeeping machine. Automatically 
any or all data is punched into tabulating 
cards so that identical material is as- 
sured on invoices and cards. As soon as 
the last bill has been typed these cards 
produce the records and reports needed 
for close operating control. Accounts 
payable, check writing, stock records, 
and other jobs can be done this way, but 
the machines can be used separately, too. 


Lightweight Headset 

For Transcribers 

NEW-TYPE headset for transcribing 
from dictating machines has been de- 
veloped by Telex, Inc. The Twinset is 
featherweight with modern styling. 


Tubular Steel Stand 
Protects Machine 


HERCULES Calculating Machine Stand 
is announced by the Meilink Steel Safe 
Company. Constructed so that it is vi- 
bration-free, the stand protects valuable 
office machines and lessens operator 
fatizue. Hardy Vibrex top panels provide 
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a 24- by 36-inch working space. Rubber- 
mounted work-tray and the drawer are 
optional. Hercules stands come in green, 
gray, or black wrinkle finish. Models can 
be had for continuous forms billing ma- 
chines, long-carriage typewriters, mailing 
or duplicating machines, and writing 
correspondence. 


Lighted Drawing Board 
For Stencils 
AN ILLUMINATED drawing board 


simplifies lettering, designing ruled 
forms, and tracing illustrations on stencil 
sheets for artistic effects. A. B. Dick 
Company's Model 4 is lightweight, port- 
able, and inexpensive. 




















Drop your 


PAYROLL 
TROUBLES 


at our door 


OW you can drop all your payroll 
troubles at our door—and forget 
them! 


We will prepare all your payroll data 
each week ... payroll registers, dis- 
tribution forms, ete. (even checks) 
. .. and send them to you on time. All 
work is prepared according to bank 
standards, in our offices, by trained 
personnel using high-speed alphabetic 
and numeric tabulating machines. 


Many firms find we save them real 
money on payroll costs week after 
week. We think you will, too. 


FREE BOOKLET 


“Modern Payroll Service” tells how 
this efficient, confidential service can 
be used by your firm. Send for it now. 


Tabulation Specialists 


Let us tabulate your sales, orders, 
prices, costs, inventories, vouchers, 
special reports and other statistics— 
just as we have been doing for many 
of America’s leading firms these past 
40 years! 


For literature and quotations, write to: 


Recording and Statistical 
Corporation 


CHICAGO © BOSTON @ £DETROIT 
MONTREAL © #£TORONTO 
100 Sixth Ave. New York 13, N. Y. 
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Typewriter for Fast, 
Accurate Work 


RHYTHM Touch De Luxe is the new 
standard typewriter introduced by Un- 
derwood Corporation. All sorts of prac- 
tical features and improvements are 
included to make typing easier and more 
accurate. There is a 10-inch writing line 
with standard width carriage. Cylinder is 
removable; back of the machine is en- 
closed for quieter operation. Returning 
the carriage is faster and easier with 
the drop line space lever. Paper table 
is deeper, lateral paper guide is larger. 
Even inserting papers is speeded with a 
better finger grip, and the variable line 
spacer has a big knob for more accurate 
alignment. Visible front margin stops 
are located just above the keyboard, and 
the exclusive Underwood centering scale 
takes the guesswork out of centering 
headings. Rimless Finger-Form plastic 
key tops are smooth to the touch. 

























Keeps Continuous 
Forms in Line 


LATEST Moore Flexible Formaliner is 
for use with IBM Model 405 Electric 
Accounting Machine. The device can be 
attached in a few seconds, and it will 
align and control forms from 3/, to 19 
inches wide. Forms move through the 
machine by means of pins which fit into 
the punched margins on one or both 
sides of the paper. The Formaliner will 
work in normal or vertical position. 
Variable spacing is another feature 





Parcel Post Scale 
Easy to Read 


WEIGHTS and postal rates in tiie 
form rather than in a circle around '''¢ 
dial are one innovation in the Pelo« 
Parcel Post Scale. Weighing time ©" 
be halved due to the arrangement of 
dial and the pointer with only the 
visible opposite the correct weight. 
postal rates change, new dials will 
available. Black figures and numbers ‘ 
a silver background are baked on t! 
inside of glass. 
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Easy Way to Keep Track 
Of Piecework 


E-7, CODE cards keep track of piece- 
work and speed figuring the payroll. 
These cards have numbered markers 
corresponding to the number of opera- 
tions for the job. After each job the 
worker covers a square on his job sheet 
with an adhesive marker from the card. 
Job-sheet squares are numbered con- 
secutively starting with zero. A_ sheet 
with squares covered up to number 60 
shows that 60 jobs have been done. Job- 
sheets have space for worker’s name, 
date, total job lots finished, and total 
pay due. Western Lithograph Company 
will print E-Z Code markers to any 
specification. 


Dial the Answers to 
Employment Tests 


BECAUSE most employment tests take 
too long and are expensive to have in- 
terpreted, many people are hired on the 
basis of a 10- or 15-minute interview. 
To correct this, The Trundle Engineer- 
ing Company devised a new system. 
One of their engineers studies the 
jobs of the company, determines proper 
tests for them, fits the program into ex- 
isting personnel work, and trains com- 
pany supervisors. The interview. still 
stands, but tests precede and complement 
it. The applicant is given a series of 
test boards, and he merely turns dials 
to the answers he thinks are correct. 
The tests need no supervision, and re- 
sults are automatically shown when the 
cover of the board is closed. Then the 
information can be used right away in 
the interview. Using the tests reduces 
turnover, increases production, and 
brings better relations all around be- 
cause workers are doing the jobs they 
like and for which they are suited. 
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The DIRECT Approach to Filing 
Ge, DIRECT NAME SYSTEM 


HOW IT WORKS: You go directly to the name 
you are seeking. The alphabetic guides are 
angled for perfect visibility. There are no 
hidden tabs because the system is divided into 
three separate working sections—The alpha- 
betic (center), individual names (right), and 
the miscellaneous or inactive accounts (left). 
The result is sky-line visibility for effortless, 
accurate filing and finding. 


SIMPLE: Anyone who knows the alphabet and 
can count is able to operate the filing system 
with a few minutes training. 


FAST: Actual stop-watch tests made in over 
one hundred business offices prove that papers 
filed by this system can be found in less than 
10 seconds. 


ECONOMICAL: The cost of installing the “Y 
and E” Direct Name System is more than re- 
paid by the executive time saved when papers 
are wanted. The capacity of each filing clerk is 
automatically increased. 


FOR YOUR OFFICE: Write for complete in- 
formation on the “Y and E” Direct Name Filing 
System. 

1. You open the drawer. Your eyes seek the center and 


there, a row of alphabetic guides stare up at you. You 
can instantly locate the desired subdivision. 


. Behind the guide you find the folder you are seeking 
identified by the name you have in mind. It is natural, 
simple and effortless, 


3. Miscellaneous folders containing small accounts. 


The alphabetic and subdivision guides are 
numbered. All individual folders and miscel- 
laneous folders bear the same number as the 
guide behind which they are filed. This permits 
returning folders to the file by number and is 
a check against misfiling. Furnished in sets of 
25 to 10,000 or more subdivisions. 


YAWMAN 4? FRBE MFG. 1042 Jay Street, Rochester 3, N, Y. 


Consult Your Local Classified Telephone Directory for Your Nearest Ce Representative 


Foremost since 1880 


World’s Biggest Letterhead Coupon! 
World’s Biggest Letterhead Bargain! 


Clip and mail today Jor— 


1. Big 1949 Portfolio of “Modern Letterheads.” Packed full of usable ideas for designing 
new letterheads—for giving new life to old ones. 2. ‘“‘Mass Production” prices on quality 
letterheads—quantities from 6,250 and up. All money-saving facts free. Send coupon today to 


4303 W. Diversey Avenue 


Universal Lithographing Co. _ deo. 33, chicago 39, i. 


(Subsidiary of Peerless Lithographing Co.) 


COMPANY NAME 


ADDRESS. 


NAME OF BUYER 


SSeceeeesneeenasseseensanesne 


CITY... 





7 HEKTOGRAPH 


a. 


A oe DIRECTIONS FOR USE 
se 0 of © © , 
e¢steit< 


Write for 
Complete Catalog 


Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1860 South Kostner Avenue ~ Chicago 23, U.S.A. 











A RUGGED STAPLER 


The 


Gray Gun-Metal Finish 


It Staples 


It Tacks 
Uses Standard Staples 


Pound It! It’s Built to Take It! 


The New Presto 40 works perfectly with gentle 
pressure—yet stands up under constant pounding. 
It’s an outstanding value designed for day-in 
and day-out service. On sale at leading stationers. 
Order a Presto 40 for every desk today. Full 
Chrome Finish: $3.00 (Slightly higher in West). 


METAL SPECIALTIES MFG., CO. Staples for your 


3202 Carroll Avenue Chieago 24, Ill. Presto 40. 
Makers of Presto Staplers, Staples, Staple Removers, and Paper Punches 


Use Presto Standard 
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Plastic Chair Follows 
Body Contours 


RESULT of an intensive survey of 
American people’s sitting habits 
needs is the new plastic contour cli: 
Seat and back are in one piece and « 
be fitted on any kind of undercarriaze 
In normal use the chair is unbreaka 
and scratch-resistant. Plastics Divi 
of General American Transporta 
Corporation is the manufacturer. 


er ee 


Vacuum Cleaner Does 
Heavy Duty 


POWERFUL suction is one quality 
Breuer Electric Manufacturing Com). 
ny’s industrial cleaner, while moving 
lever changes the suction to blowing f 
cleaning out motors, gears, fans, machi 
ery. Aptly called the Tornado, tl! 
vacuum cleaner comes in four sizes to ! 
your needs and is easily moved with 1 
chance of tipping. Both dry and w 
matter can be picked up at the sam 
time. 
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Keep Cards Handy in 
Box File 


HERE is a card file that is both useful 
and attractive. Cards are easy to get at 
in this inexpensive file from Redigraph, 
Inc. The case is covered with maroon 
imitation leather. If you want, you can 
have your name embossed in gold on top. 


Many-Purpose Adding 
Machine 


R. C. ALLEN’S new machine has a 
4%-inch carriage that permits writing 
statement and deposit slips and inventory 
accounting besides general adding and 
subtracting. Its modern design includes 
cedar-gray enameled case with rolled 
edges and redesigned keytops that boast 
larger numbers. Hand operated, Model 
75 has a $99,999.99 capacity. 


Slide Rule Payroll 
Calculator 


PRETESTING of the Time-Tab, Inc., 
calculator to compute job ticket and 


New angle!...on getting 

the morning mail around the office 
fast—the desk model MailOpener! . . . 
Inexpensive, good looking and durable, it 
snips a thread-like edge off any size envelope 
in just one simple stroke . . . eliminates slow, 
tiresome hand slitting . . . and saves so 
much time and trouble, it’s as 

necessary as mail in any office! 

Write for illustrated booklet and 

free postal rate chart complete with new 
changes in all classes... now! 


MAILOPENER 


==, PITNEY-BOWES, INC., 


2176 Pacific St., Stamford, Conn. 


Originators of the postage meter... 
“=  officesin9S3 cities. 





Everlasting Interchangeable Organization Chart 








ORGANIZATION CHART 


s tut 
































Furnished in sizes to fit large or small 





without disturbing others. Plastic strips 


organization structures, this interchangeable 
chart saves many man-hours in drafting 
and is always up to date. 


Transparent plastic windows hold lettered 
ecards, any one of which may be changed 


form the vertical and horizontal lines. Cards 
may be hand lettered, typed, or made with 
our die-cut adhesive letters without need 
for drafting or outside help. Handsome in 
appearance, it is the answer to your chart 
problem. 


piecework time showed a 500 per cent 
saving of time over former systems. The 
Time-Tab figures a whole working day 


Call or write for illustrations and quotations 


MANAGEMENT CONTROL CHARTS COMPANY 


1735 North Wells Street Chieage 14, Illinois 





in one continuous operation. 
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KEEP RECORDS 
POSTED VISUALLY 


- - - Right At Your 
Finger Tips with a 


MULTIPLEX 


Do away with out-dated, old fashioned 
methods of filing important and vital in- 
formation in desk drawers, cabinets or 
other hiding places. Keep this live infor- 
mation posted right before you on the 
swinging wings of a Multiplex—always 
ready for immediate reference, you have 
complete information at your finger tips. 


There is a Multiplex for every need — floor, 
wall and desk models, with a wide range 
of wing-panel sizes. Write today for com- 
plete catalog. 


MULTIPLEX 


DISPLAY FIXTURE CO. 
916-926 N. Tenth Street 
ST. LOUIS 1, MO. 














~siness VIPS 


The following literature is of 
special interest to executives 
active in business manage- 
ment. Unless otherwise stated, 
it will be sent upon request to 
either the company or editor. 
It is current, and requests for 
this literature received several 
months after date of this is- 
sue may find supplies of the 
various booklets are exhausted. 





391. THESE ARE WORTH MONEY 
TO YOU. A pair of hands adorns the 
cover of this brochure from Davidson 
Manufacturing Corporation. Inside, the 
booklet cautions you, “Don’t waste them 
on hand-folding.” Then come pictures of 
various Davidson folders and explana- 
tions of what they can do for you. The 
point is clinched by sketches of about 
21 sheets folded differently by these ma- 
chines. This is just one of the many in- 
teresting booklets that bulged our 
pockets at the recent office equipment 
display sponsored by the Office Man- 
agement Association of Chicago at the 
Stevens Hotel, so read on. 


* * _ 


392. THE MACHINE BEHIND THE 
TAPE. For a machine a little bigger 
than a letterhead the Burroughs adding 
machine can do an amazing lot of things. 
The booklet includes short cuts in adding 
and listing as well as in multiplying. 
Send for the colorful booklet and read 
the impressive number of jobs the Bur- 
roughs can do. 


. * * 


393. SPEED RECORD-KEEPING 
WITHOUT FATIGUE. Records that 
roll to the operator are the answer to 
the seeming paradox in the title of an 
informative brochure from Rol-Dex Di- 
vision of Watson Mfg. Co., Inc. Two 
pages of users indexed according to 
kinds of business show the various rec- 
ords kept in these files on wheels. We 
bet you'll find your field listed and per- 
haps the very record-keeping problem 
facing you. 


7 aa * 


394. WEST VIRGINIA’S HISTORIC 
EASTERN PANHANDLE. If you are 
in between problems or if you have so 
many that you don’t know where to 
start, this booklet may intrigue you. Sub- 
titled “Vagabond Series No. 1,” the 
folder describes the lures of the state’s 
wedge-shaped vacation-land. Required 
reading for spring-fever addicts. 





395. THE NAME IS NOT JONES... 
IT’S EDISON. Here’s an eye-appealing 
piece of literature from—you guessed jt 
—Thomas A. Edison, Inc. It is simple, 
effective, and to the point, which is that 
Edison was a genius and that his com- 
pany intends to live up to his name. 


* * * 


396. WHAT YOU WANT MOST IN 
OFFICE FURNITURE. Style, quality, 
and value are the looked for features 
in office furniture, and Hoosier Desk 
Company’s Empire series has been de- 
signed to end the search. Write for the 
booklet and see the pieces in the line, 
all streamlined, functional, and well con- 


structed. 
* * * 


397. FLUID DUPLICATORS By 
STANDARD. Wherever from 2 to 200 
copies or more are needed, Stan:lard 
duplicators can reproduce them quickly 
and economically. This silver-and-white 
booklet is illustrated with Standard 
models for every purpose. How these 
machines work is explained, and out- 
standing features are listed. 


. * + 


398. ROCK-A-FILE. Steel filing c:bin- 
ets that save up to 40 per cent floor 
space are the subject of this 4-color fold- 
er. These file compartments “rock” open, 
and folders slide in and out sideways. 
Rockwell-Barnes Company will be glad 
to send you a brochure showing the ad- 
vantages of the Rock-a-File. 


* . * 


399. FRITZ-CROSS BUSINESS 
CHAIRS. Executive models, 
ment models, posture and worker-pro- 
duction models of chairs are displayed 
in this folder. If your office chairs are 
uncomfortable or are beginning to show 
their age, drop a line to The Fritz-Cross 
Company and get to the seat of the 
trouble. 


manage- 


* * * 


3910. BRITISH INDUSTRIES FAIR. 
Planning to exhibit at or visit the British 
Industries Fair in London and Birming- 
ham from May 2 through May 13? ‘Then 
tuck this booklet into your suitcase. 
There’s a brief outline of the BIF and 
information about exhibitors, trade 
groups, admission, catalogs, visas, travel 
services, inquiry bureaus, and _ services 
available at the fair. 


* * * 


3911. TRAINING SALESMEN. Co ies 
of the latest report from Metropo! ‘an 
Life Insurance Company will be sen! to 
executives requesting it on their business 
letterheads. Warning: the supply is 
limited so don’t wait too long. The book- 
let is the result of a survey of 132 cn- 
panies selected because of their }'0- 
gressive sales training programs. } \ie 
National Federation of Sales Executi: «s 
and the National Society of Sales Tr 
ing Executives cooperated with t'ie 
policyholders service bureau in pre- 
paring the study. 
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3912. THEY’RE ON THE JOB. Eureka 
Specialty Printing Co. has issued a 
four-page leaflet giving the details of its 
Duplisticker and Mail Aid label sheets 
for use in speeding up direct-mail ad- 
dressing. Other uses for Duplistickers are 
for \abeling file folders, for addressing 
envelopes too large to fit into a type- 
writer, for imprinting pamphlets or bulky 
books. “How do they work?” “Why are 
they so widely used?” “Who buys 
them -” and “Who sells them?” are some 
of the pertinent questions the folcer asks 
and answers. 


* * » 


3913. GUTH POCKET CATALOG. In 
digest form this new catalog presents 
all the information you need about Guth 
fluorescent and incandescent lighting 
equipment. Ask The Edwin F. Guth 
Company for Catalog No. 46-A. 


* * 7” 


Requests for these booklets may be sent 
either direct to the company, or check 
the number below, clip and attach your 
company letterhead, and mail to the 
Editor, AMERICAN Business, 4660 Ravens- 
wood Avenue, Chicago 40, Illinois. 
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391. Davidson Manufacturing Corpora- 
tion, 1020 W. Adams St., Chi- 
cago 7, Ill. 

. Burroughs Adding Machine Com- 
pany, Detroit, Mich. 

. Rol-Dex Division of Watson Mfg. 
Co., Inc., Jamestown, N. Y. 

. West Virginia Industrial & Pub- 
licity Commission, State Capitol, 
Charleston 5, W. Va. 

. Ediphone Division, Thomas A. 
Edison, Inc., West Orange, N. J. 

. Hoosier Desk Company, Jasper, 
Ind. 

. Standard Duplicating Machines 
Corp., Everett 49, Mass. 

. Rockwell-Barnes Company, 35 E. 
Wacker Dr., Chicago 1, IIL. 

399. The Fritz-Cross Company, St. Paul 
1, Minn. 

3910. British Information Services, 30 
Rockefeller Plaza, New York 20, 
a F 

3911. Policyholders Service Bureau, 
Metropolitan Life Insurance 
Company, 1 Madison Ave., New 
York 10, N. Y. 

. Eureka Specialty 
Scranton 9, Pa. 

. The Edwin F. Guth Company, 2615 
Washington Ave., St. Louis, Mo. 


Printing Co., 














A MAN HAS 2 HOMES .... Consider where 
rey he spends I; of his life 


—_— = 


Available! Our 
Handsomely 
Illustrated 
Brochure. 
Write to 
Dept. A 
for Your 
FREE 
Copy 


SPAK & NATOVICH, 


30 S. WELLS STREET CHICAGO 6G, ILLINOIS 


A man’s office should be furnished as carefully 
as his home... 
function in mind. 


SPAK & NATOVICH designers will plan a single 
office or entire suite for you . . . help you select 
furniture and accessories to suit your taste, your 
budget, your business needs. 





with atmosphere as well as 
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Supply her with read- 
ing equipment... @ 
Copy RIGHT Copyholder 
saves up to 50% in 
typing time & overhead. 


She has typing equip- 
ment but no reading 
equipment, Nearly half 
her time is wasted ! 


Get details from COPY RIGHT 
53 Park Place Dept. P-18 New York 7, N. Y. 
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2352 Ibs. load on 
42 sq. ft. of shelf area 


WAVAY 


\A\ 


A 


No tools are needed for quick assembly of 
this rigid all purpose shelving. Made of 
clear ponderosa pine with factory attached, 
patented, rust proof locking brackets. Will 
not sway. Holds more than a ton. 42 square 
feet of shelf area. 12 inch clearance be- 
tween shelves means 42 cubic feet of stor- 
age space. Money back guarantee. Write 
today for complete details and prices. No 
obligation. 





Serving business 
Sor over 30 years 


BANKERS BOX COMPANY 


720 S. Dearborn St., Chicago 5, !!! 





DON’T FILE IT- 


is 
Air's suspended 
not supported 


PENDAFLEX® 


hanging folders 


Your file clerk spends 
many unproductive 
hours struggling 
through tightly 
crammed folders that 
slump and sag to the 
bottom of the drawer. But time-saving 
Pendaflex folders always hang straight. Keeps 
papers accessible, always easy to find. Set 
Pendaflex frame in cabinet drawers, and hang 
Pendaflex folders on the frame. Result: hours 
of work-time saved with Oxford Pendaflex! 


TODAY! Drop us a cord for catalog and name of nearby dealer! 


Oxford ruime suppty co., mc. 


Garden City, New York 
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HOW TO HAVE 
AN EMPLOYEE MAGAZINE 


WITHOUT HEADACHES 


Now, at last, you can have the 
full benefits of an employee maga- 
zine without employee magazine 
headaches. 


@ NO PRINTING 
@ NO PLATES 
@ NO ART WORK 
@ NO EDITOR 
@ NO PAPER 
LOW COST 


Pin this advertisement to your 
letterhead and mail today for full 
particulars about the plan that 
gives you the full advantages of 
an employee magazine without 
employee magazine headaches. 


The world’s largest producer of 


personalized employee magazines. 














Phone Privacy 


Snap @ “‘Hush-A-Phone’’ on your 
phone and eavesdroppers cannes 
ear you; prevents phone 

ore an improves 
hearing. 250, 
Specify “E-I' or F-I as At 
on phone handle. An ideal gift. 

Catalog on request. 

e Hush-A-Phone Corp. 
Seem 7, 43 West 16th St., New York City 11 








‘is good American 





EW BOOK 


LABOR IN THE AMERICAN ECON- 
OMY. By William Stephen Hopkins. 
“Every man has a right to life. . . . The 
liberty of a democracy is not safe if 
its business system does not provide 
employment and produce and distribute 
goods in such a way as to sustain an ac- 
ceptable standard of living.” These 
words enunciate clearly the philosophy 
of forward-thinking business, labor, and 
government alike today. Dr. Hopkins, 
professor of economics and director of 
the Institute of Labor Economics at the 
University of Washington, has covered 
this field probably more clearly than any 
other writer to date. Here in plain 
language can be found clear analysis of 
many current industrial problems. Our 
economy, the author points out, is com- 
petitive, “which is to say that its func- 
tioning is based upon the presence of 
friction.” It is also interrelated, but the 
kind of legislation that attempts to 
smooth out its functioning by eliminating 
the friction is as illogical as trying to 
make a motor run smoother by elimi- 
nating friction caused by meshing gears. 
In fact, to “eliminate the friction would 
destroy the economy.” Collective bar- 
gaining is a human process, an institu- 
tion. After basic rights to life, liberty, 
and the pursuit of happiness have been 
guaranteed, the parties concerned should 
be allowed to carry out the process 
with the least restriction possible. This 
doctrine, and Dr. 
Hopkins has presented ample evidence 
to prove it against the arguments of all 
demagogues, whether of the right or left. 
McGraw-Hill Book Company. $3.50. 








RIGINAL( ))DHNER 


« Automatic total & non-add key 


« Automatic subtract key 
e Repeat and multiply key 
« Credit balance 

« Electric « Quiet 


ASK FOR BULLETIN NO-35 


Dealerships avuilable. 


IVAN SORVALL, INC. 


210 FIFTH AVENUE, NEW YORK 10,N. Y. 
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Sturdy « Low-priced «+ Weight 
12 Ibs. « Easy to learn «+ New 
back transfer device speeds up 
calculations. 


ASK FOR BULLETIN NO-33 


Dealerships available. 


ie] & 3 
DISTRIBUTORS 
FOR U.S.A 














Saves Eyestrain «+ Promotes Accuracy 
Increases Production * Adjustable to Vision 
Can be put away in desk drawer when not 
in use * Portable— does not have to be at- 
tached to desk * Takes any size copy up to 
20" + Holds your Notebook! 


Price including 10" eye guide... $1 £75 

Aitachments for copying from wider sheets: ] 5 
15" extension eye guide $1.10 ‘ax 
20" extension eye guide $1.25 Extra 

1f your dealer or stationer cannot supply you, write: 


RITE-LINE CORP. 1025-15th St.N.W., Washington 5, D.C. 


a Gi OVALE 


Keeps Wraps “in press”, dry 
and aired—will not tip over 


This efficient Office Valet (No. 56) 
Costumer provides 6 spaced coat 
hangers, 6 ventilated hat spaces 
and an umbrella stand’ on a tri- 
angular floor base of 2914” x 16”. 
Other units accommodate 6 or 12 
or 24 people. 

A complete line of modern beauti- 
fully finished, space-saving steel 
wardrobe equipment for homes, 
factories, offices, schools, churches 
and public buildings—everytiing 
from small knock-down party 
racks to complete “‘locker rooms” 
or checkrooms. 


Write for Bulletin. OV-22 
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624 So. Michigan Ave., Chicago 5 Hi 
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Please Mention 
“American Business” 
When Writing to Advertisers 


AMERICAN BUSINESS 
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SERVICES and SUPPLIES 





Steel Guide Tabs 

















Unbreakable spring jaws 
clamp ‘hem firmly to cards but 
permit removal or rearrangement. 
Large openings covered by trans- 
parent pyroxylin, white, blue, green, yellow, pink or red- 
insertable tabels in perforated strips for typing. 
2S$izes, 1 in. wide and 2in. Tops straight, or bent back. 
Sold by best stationers, U.S.and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 
Now filling orders promptly 
Samples (5 or less) 2 cents each 
50,500 used by Shapleigh Hardware Co., 
St. Louis 


CHAS. C. SMITH, Mfr., Box 627, Exeter, Nebr. 












Inventions for Sale 


EXPLOIT NEW INVENTIONS and make 
money. Write for our free classification sheet 
of inventions for sale) ADAM FISHER CO., 
41 Enright, St. Louis, Mo. 
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Executives Wanted 





SALARIED POSITIONS 
$3,500—$35,000 

If you are considering a new connection 
communicate with the undersigned. We 
offer the original personal employment 
service (39 years’ recognized standing and 
reputation). The procedure, of highest 
ethical standards, is individualized to your 
personal requirements and develops over- 
tures without in:tiative on your part. Your 
identity covered and present position pro- 
tected. Send only name and address for 
details. R. W. BIXBY, INC., 201 Dun 
Bldg., Buffalo 2, N. Y. 














Position Wanted 





SALARIED PERSONNEL $3,000—$25,000 
This reliable service, established 1927, conducts 
confidential negotiations for high grade men 
who seek a change of connection under condi- 
tions assuring, if employed, full protection to 
present position. Send name and address only 
for details. Personal consultation invited. JIRA 
THAYER JENNINGS, Dept. O, 241 Orange 
St., New Haven, Conn. 





Executive Service 





EXECUTIVES—CONTEMPLATING A CHANGE? 


Your personal requirements met through our 
flexible procedures, affording full protection of 
your present position. We have the know-how 
and nation-wide contacts to negotiate success- 
fully for you. Details on request, mailed under 
confidential cover. JEPSON EXECUTIVE 
SERVICE (Est. 1939), 1074 Porter Bldg., 
Kansas City 2, Mo. 


WHERE TO BUY IT 





Steel Signals 





THIS 


oF 
i SAMPLES 
) FREE 









Signal vital facts with Cook’s File 
Signals—automatic reminders, in- 
valuable for classifying, indexing 
data. Card of actual samples (all 
styles, colors) free ; no obligation. 
The H. C. cat Co., 38 Beaver St. 
Ansonia, Conn. 







































Postcard Advertising 





DYNAMIC! ATTENTION GETTING! 


Flash and Royal Border Postcards Give | 
Your Message the Punch It Needs 


ene 


Send for samples today 


KUPFER PRINTING COMPANY 
501 S. Jefferson St. Chicago 7, Illinois 





Index to March Advertisers 


Acco Products, Ime. .......2eseceeeceees 46 
Agency—La Porte & Austin, Inc. 

American Automatic Typewriter Co. ...... 42 
Agency—Paul Grant, Advertising 

American Tel. & Tel. Co. ........ 2nd Cover 
Agency—N. W. Ayer & Son, Inc. 

ems Men Company .occccccccsccccves 69 


Agency—Glen Miller, Adv. 


Berger Mfg. Div., Republic Steel Corporation .43 
Agency—Meldrum & Fewsmith 





i i ois ewenkae se cease wees 71 

Burroughs Adding Machine Company ...... 25 
Agency—Campbell-Ewald Company 

Business Research Corporation ...........- 44 
Agency—Scantlin & Company 

Columbia Chemical Co. Inc. ..........--- 61 
Agency—Campbell-Sanford Advertising Co. 
ee ee cs vesie a aseeeees 71 
Agency—Claude Schaffner Adv. Agency 

Copy-Right Manufacturing Corp. ......... 69 

Cummins Busi Machines Corp. ....... 4 
Agency—Raymond Heer, Beis 
Davidson Manufacturing Corporation ..... 47 
Agency—Almon Brooks Wilder, Inc. 
eee eee 33 
Agency—Fuller & "Smith & Ross, Ine. 
Eberhard Faber Pencil Company ........ 2 
Agency—Hicks & Greist, Inc. 

Edison, Thomas A., Inc. ..........--++++ 31 
Agency—James Thomas Chirurg Co. 

Egry Register Company, The ...........-- 41 
Agency—Jaap-Orr Company 

Employers Mutuals of Wausau .......... 56 


Age:cy—Hamilton Advertising Agency 


March 1949 


Fisher, Adam, Co. 71 
Agency—Shaffer-Brennan-Margulis Adv. Co. 





Friden Calculating Machine Co., Inc. ....45 
Agency—George I. Lynn, Adv. 

General Fireproofing Co., The .... .. 50 
Agency—The Griswold-Eshleman Co. 

Heyer Corporation, The .............+--; 66 
Agency—Cummings, Brand & McPherson 
Hush-A-Phone Corp. .........-.+5+555 70 

Agency—Robinson-Rapp Adv. Agency 
Jam Handy Organization, The ..... . ith Cover 
Agency—Campbell-Ewald Company 
Jennings, Jira Thayer .........--2000: 71 
Jepson Executive Service ..............; 71 
Kupfer Printing Company ............- 71 
Management Control Charts Company ...... 67 
March Caleulating Machine Company .... 3 
Agency—Doremus & Co. 
McBee Company, The ...........+++++-39 
Agency—C. J. LaRoche and Co., Inc. 
Metal Specialties Mfg. Co. ..........--++. 66 


Agency—Cummings, Brand & McPherson 


Monroe Calculating Machine Company, Inc..55 
Agency—Alley and Richards Co. 


Moore Business Forms Inc. 
Agency—N. W. Ayer & Son, Inc. 


Mosler Safe Company, The 
Agency—Albert Frank-Guenther Law, Inc. 


Multiplex Display Fixture Co. ........... 68 
Agency—Arthur R. Mogge 

National Cash Register Co., The ....3rd Cover 
Agency—McCann-Erickson, Inc. 

National Foremen’s Institute, Inc. .......59 


Agency—Wertheim Advertising Associates 


National Research Bureau, Inc., The ...... 70 


Oxford Filing Supply Co., Inc. 
Agency—Reiss Advertising 


Ozalid, Division of General Aniline & Film. . 27 
Agency—Young & Rubicam, Inc. 


Personnel Materials Company ........... 60 
Agency—William K. Grimm, Adv. 
Pe, Ts 6.050.600 ec cennensncnes 67 
Agency—L. E. McGivena & Co., Inc. 
Recording and Statistical Corporation ...64 
Come Te TOR 640 ccc ccdescess sos 29 


Agency—tLeeford Advertising Agency, Inc. 


Rite-Line Corp. 
Agency—E. M. Freystadt Associates, Inc. 





Sadler and Associates ...........-5000- 62 

eee Se ER snc esac toscdenenand 60 

Gast, Glee. Gn TR ccecccccusesewcces 71 
Agency—Hudson Advertising Company 

i, RC i ew ae a See ameedee 70 
Agency—Hudson Advertising Company 

Spak & Natovich, Inc. ............2008- 69 
Agency—Newby & Peron, Inc. 

Statistical Tabulati Company ......... 6 
Agency—Fred H. Ebersold, Inc. 

Uareo, Incorporated ...........e0eee008. 49 
Agency—The Buchen Co. 

Universal Lithographing Co. ...........+.. 65 
Agency—Paul Grant, Advertising 

Vogel-Peterson Co. ...- esc eecccccveees 70 
Agency—Ross Llewellyn, Inc. 

Wassell Organization, Inc. ...........++5. 70 
Agency—Needham & Grohmann, Inc. 

Workman Service, Inc. ...........+++.-..358 
Agency—Oren Arbogust, Adv. 

Yawman and Erbe Mfg. Co. ..........+.-+ 65 


Agency—Charles L. Rumrill & Co. 














LOOM AMEAD oe Zn 





USINESS continues to drag its feet, and 
the pessimistic souls who worry about the 
“inevitable” depression are having a field day. 
One of the Babsons made the headlines by pre- 
dicting the long slide had begun. We don’t 
know any more than Babson does what is go- 
ing to happen. One thing we do know: What 
happens so far as our individual businesses are 
concerned will be pretty much a matter of 
what we do to make things happen. The year 
1949 will be good for many, bad for some. It 
will be a challenging year for all. Inefficient 
managers will have a rough time. Those who 
failed to read the handwriting on the wall, and 
fell asleep in their sales chairs, will have a 
rude awakening. For the profit squeeze is 
really on, and executives at both the policy- 
making and administrative level must now de- 
liver or step aside for somebody who can. They 
may have the best reasons in the world for their 
lack of results, but they are not reasons the 
treasurer can put into pay envelopes or use for 
taxes. For today, as in 1932, “every sack must 
stand on its own bottom.” American business is 
calling, and calling loudly, for strong leader- 
ship. It needs men who approach today’s prob- 
lems from the try-angle and not the die-angle; 
men with their sights lifted to the needs of our 
changing times. We have no doubt such leader- 
ship will be forthcoming. But it is a challenge 
which no business executive can lightly dismiss. 


New Labor Law 


The Senate Labor Committee, after three 
and a half weeks of listening to 50 witnesses, 
finally got down to the business of writing a 
new labor law. It probably will hew to the 
Truman line. In the meantime the Administra- 
tion is going to work on balky Democrats in the 
Senate to line them up for the Administration’s 
bill. It is now obvious that the Senate coalition 
has the votes to retain in the new labor law most 
Taft-Hartley provisions, and young Mr. Tobin 
is worried. Aside from writing into the new law 
specific authority for the President to use in- 
junction powers in a dispute which threatens 
the general welfare, the proposal to include an 
amendment which would nullify state labor 
laws intended to protect a man’s right to work 
without belonging to a union, is especially 
objectionable. It is most important to unor- 
ganized workers—and they are a two-thirds 
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majority—that this right be preserved. It is 
significant that protests from workers are 
pouring in to senators and congressmen asking 
that this clause be stricken from the Adminis- 
tration bill. And they should be concerned, for 
if the law is passed as written, it will give or- 
ganized labor such a powerful hold on employ- 
ment that few could get jobs except throuvh 
the business agent or the hiring hall of a union. 
The net effect of such a condition would be to 
make unions so powerful, economically aid 
politically, that labor leaders could, and we 
have no doubt would, dictate the policies of 
government, nominate and elect our judgvs, 
and give anyone they considered antilabor a 
bad time. 


Selecting Employees 


During the boom an office manager was 
asked by a personnel manager what tests he 
used when hiring a stenographer. “Well,” said 
the office manager, “I take her into a room 
where there is a lot of office equipment and 
ask her to pick out the typewriter. If she picks 
the typewriter and not the adding machine, I 
hire her.” The point, of course, is that there was 
such a shortage of workers we took what we 
could get and were thankful. But that situa- 
tion is beginning to change and we can be a 
little choosy about the people we employ. So it 
is not surprising that executives are beginning 
to think of how to select applicants most likely 
to make good. Some will use aptitude tests, 
others will depend upon more detailed applica- 
tion blanks, but most of us, if we run true to 
form, will continue to use our “intuition.” And 
we will continue having to hire four to get one. 
Perhaps the best answer to this problem is 
better interviewing. Few executives, includin 
sales managers, really know how to draw out 
information they need from an applicaut. 
Fewer still understand the use of the patterned 
interview as contrasted to the hop, skip, aid 
jump sort. Yet there is much to be learned from 
psychologists who have specialized on selection 
procedures, men like Dr. Samuel Stevens, Dr. 
Robert McMurry, and others. Instances where 
turnover in employees has been cut in half hy 
improved selection are not uncommon, aid 
when you consider it costs from $500 to $1,000 
to hire and train even an average employee, 
that represents a substantial saving.—J. C. #1. 
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